EmrowHR

SOLUTIONS
FROM HIRE TO RETIRE

EmpowHR 8.8 to 9.0 Transition Training

October 10, 2008



COPYRIGHT & TRADEMARKS

Copyright © 2003, 2007, Oracle. All rights reserved. Powered by OnDemand Software.
Distributed by Oracle under license from Global Knowledge Software LLC. © 1998-2007. All
rights reserved.

The information contained in this document is subject to change without notice. If you find any
problems in the documentation, please report them to us in writing. This document is not
warranted to be error-free. Except as may be expressly permitted in your license agreement for
these Programs, no part of these Programs may be reproduced or transmitted in any form or by
any means, electronic or mechanical, for any purpose.

If this documentation is delivered to the United States Government or anyone using the
documentation on behalf of the United States Government, the following notice is applicable:

U.S. GOVERNMENT RIGHTS

The U.S. Government’s rights to use, modify, reproduce, release, perform, display, or disclose
these training materials are restricted by the terms of the applicable Oracle license agreement
and/or the applicable U.S. Government contract.

Oracle, JD Edwards, PeopleSoft, and Siebel are registered trademarks of Oracle Corporation
and/or its affiliates. Other names may be trademarks of their respective owners.



EvowHR Training Guide

i o vmd EmpowHR 8.8 to 9.0 Transition Training
Table of Contents

EmMpowHR 8.8 10 9.0 Transition TraiNiNg .........ccccveiiiiiieiiieiiieiee e 1
Module 1 Course Overview and OBJECTIVES ..........cooiiiiiiiiiiiiiieiee s 2
INErOdUCEION T0 UPK ..o e e 3
Module 2 Job Codes and Position Management ............cccooveiieiiiiiienienie e 9
N (o] G0 o [T SO OUUPRRRURPPRRN: 10
o] ol 000 [ @1 o= Ty To - PSPPSR 10
POSITION MANAGEMENT .....ciiieiiie ettt et e et e e sr e e st e et e e steeesnbeesnteeebeeenreeenneeas 21
LTI No 101V T o1 (o] PSP OP PSRRI 21
POSIEION INFOMMALION ...ttt e et e e e st b e e e st e e e s ta e e e s stbeeestbeeesstaeeesataaeenaes 35
AV oz 1L oY o] o PSPPSRI 48
LC ClaSSITICAtION STALUSES .....vvveeiieeeeiitiee e ittt e e s it e e st e e s ette e e s stee e e s etaa e e e attaeeeateaeeeastbeeeastaeesastreeesntbeeesrtaeeensrees 57
MOAUIE 3 PAR PrOCESSING ...c.uviiutieiieiiie ittt et 66
[ o 1o c1S1 | T OSSR 67
HR PrOCESSING. «. .ttt ttte ettt ettt ettt etttk e et et e sttt et e et e e nteeesee e et e e e bt e e s teeemte e e s beeesbeentbeenbeeenbeeanbeennbeenneeen 67
AAAIESS PrOCESSING . ... veeetieeieieeiieeeieeetre e s e s e e et e e sst e e st e e s teeesreeessteessteeasteeenseeesneeeanteeanseeensneenneees 109
AAAESS PIOCESSING. ...ttt eutee ettt e ettt et e tee et e st estee e tee e teeesteeesaeeaseeeateeeataeesbeeaseeeasbeestbeebeeesbeearbaentbaenreeans 109
DEPAMMENT TIANSTEE .. .ei et e e sr e e st e e ebe e e nreeenreeennre s 114
DEPAMMENT TTANSTEE ... ii ittt et e et e s b e e st e e et e e bt e e rbeearbeenteeebeeanees 114
Employee SECUTItY CIEAIANCE ........cciviiiiieiiee et e ettt e et e e nrae e snae e snteesnnee e 119
EMPIOYEe SECUNTY CIBATANCE ......vieiiiieiie ettt et e et e et e e bt earaeeatbeentaeateeanaes 119
Module 4 Payroll DOCUMENTS .......cc.uiiiiiiie ittt 124
Auth for ReStOred ANNUAL LEAVE ..........c..eiiieiiiieeciie et e stae e e e snte e e e nnaeennee s 125
RESTOTEA ANNUAI LBAVE.......eiiiiieitiieiite ettt ettt et e et e et e et e e s ta e e s tb e e bt e e bt e e sb e e atbeentbeeteeanbes 125
L@ 1] oz U o] o SRS 130
(00T 4 ) o [0 F PSPPSR 130
Court Child Care / ATIMONY .......ooiiiiiic ettt e et e et e e sneeesnreeans 145
Court Child Care / ALIMONY ......vieiie ettt ettt e st e bt e et e e arb e e s tb e e tb e s ste e e beeanbeenees 145
Deduction DU t0 INAEDLEUNESS.........vieeieeiiee st et e e e e e sre e nraeennee s 156
Deduction DUE t0 INAEDIEANESS .......c.vieiiieiiie ettt et e et e e st e e stb e e ntbeeteeanaes 156
D] T A I =Y o101 SRS 166
(D1 =0t =T o Lo T U OO P PP P PPV PPOP 166
DiSCretionary AlIOTMENTS .......vii et e e e e snbe e s e e e re e e sreeennee s 171
DiSCretioNary ATOIMENES ... .cvieiiiieite ettt ettt et e sttt e b e et e et et st enbeenees 171
Lo 0 or= Vo 0 a 0] 4 A oo TR 180
o [0 Lo I 0] {0 1= U o] PSPPSR PPTOPP 180
Financial Allotment / Health SAVINGS ........coiviiiieiiie e 200
Financial Allotment / HEaIth SAVINGS .......oviiiiiiiieiieie bbb 200
HEAITN BENETIES. ... eiiiiie et sa e e s abe e s e e e re e e sree e nare s 206
HEAITN BENETILS. .. .eciiictee ettt e e b e e st e e e st e e tb e be e e b e e et b e e ntb e rr e b s 206
LI DG - PSR 211
LI B L L PO P SR PP 211
IS I T 1N | o] T RS 220
TSP LOAN AHOIMENT ...ttt et et s e e st e e st e e te e s ba e e tbeestbeestbeesbeeesbeeatbeeatbeeatrean 220
o L AV I T ) PR 226
EHRIRSIM EIBIMENES. .....ccutiiiiieiie ettt ettt s et e te e et e e s ta e e ste e e atb e e beeesbeeatbeestbeebeeaneeas 226
Module 5 Transit SUDSIAY .........ccoiiiiiiii e 231
TEANSIE SUDSTAY. ...ttt et s e s e s e s st e s e e be e beenbeenbeenbe e s 232
Module 6 Labor Relations...........cooviiiiiiiiie e 237
LI oo gl =1 P LT 3 SRS 238
AAVEISE ACTIONS ... ettt ettt e e e st e et e e et e e e beeesaeeatbe e beeeateeeabeeetbeeasbeestbeesteessbeearbeentbeestrean 238
GIIBVANCES ...t eetee et e ettt e ettt et e et e et e e s at e e s tee e teeeabeesateeeseeeeteeeatee e s teeeaseeabseeatbeestseesbeeesbeeatbaeteesaneeesbeeanteeaees 242




EveowHR) Training Guide

INFOrMALION REGUESE .......eeeeeieeee ettt et et e e e st e te e st e e se e et aseeaseenteeneeaneenteasenareenseanenareens 248
IMHISCEITANEOUS ...t ettt et e st e e s e st e e s e es e nteeste e s e e ereeeeaneeaneeeeanennreeneeanees 251
L0101 =L I oo T g o o - SRR 255
Module 7 SuMmMary and Wrap Up ..o 264

iv|Page



EveowHR) Training Guide

EmpowHR 8.8 to 9.0 Transition Training

EmpowHR 8.8 to 9.0 Transition Training

l|Page



EveowHR) Training Guide

Module 1 Course Overview and Objectives
Course Overview and Objectives

EmpowHR 9.0 contains minimal changes to functionality. Following is an overview to
the EmpowHR 9.0 changes, additions, and new functionality.

Navigation Changes

e Additional search criteria
e Additional Lookup icons

Pages
e Field names changed for clarification
e Fields moved and grouped for easy of entry
e Fields removed that are no longer required
e Functionality used only by specific agencies in 8.8 is now available to all agencies
e New links to sub-pages

New Menu Functionality

Transit Subsidy
Certification
Education
EHRI RSM
Labor Relations

After completing this EmpowHR 9.0 Delta training, participants will be able to:

Identify changes to navigation

Identify changes to pages

Enter transit allowance

Enter certifications

Enter educational information

Review EHRI RSM information

Review labor relations information
Locate and be aware of new functionality

Note: Any changes to EmpowHR made after 10/10/08 are not included in this
presentation.
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Introduction to UPK

EWQ‘M@ Usi ng UPK

SOLUTTONS
FROM HIRE T0 RETIRE

UPK is a documentation tool with the functionality to create
courseware, online topic exercises, and job aids for usein a
classroom setting.

Italso provides the capability to be used as a tutorial at an
individual’s work station.
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INS
FROM HIRE T0 RETIRE

3 Using UPK

There are four modes available in the UPK Player:

Preferences | Help | Close

~ See It! @T It! @Kno 1t? @Do It!
@ e = @ |
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EmpowHR 8.8 to 9.0 Transition Training

E-}il"(_)\a_; @ USlng UPK

SOLUTTON
FROM HIRE T0 RETIR

UPK Modes

See It!

The See Itl Mode enables the user to learn a task by watching an
animated demonstration of tasks being performed in a simulated
environment.

Trylt!

The Try It! Mode enables the user to learn a task by practicing in a
simulated environment with step-by-step instructions and guidance
throughoutthe task. If a mistake is made, the system prompts the
user to try again.
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SOLUTTON
FROM HIRE T0 RETIR

UPK Modes

Know It!

The Know It Mode enables the user to practice a task with very little
guidance. The user is graded on the performance.

Do It!

In the Do It Mode, the user is guided through a task while he or she
performs it in the live application.

NOTE: For classroom purposes, only the Try Itl Mode is used.
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F\u"o\\ HR

ILIII()\\

3 Using UPK

How the UPK Simulation is Set Up
For this class, UPK guides the user through the changes to EmpowHR 9.0.

All changes are identified on the page by a bold blue box.
All new functions are identified on the page by a bold green box.
Entry fields or fields to select are outlined or highlighted in red.

@ This green book icon is used throughout the class. By clicking on it,
the user can view an explanation of additions and changes to the

system.

NOTE: Only required fields, new fields, removed fields, and changed fields
are discussed.
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EmpowHR 8.8 to 9.0 Transition Training

Module 2 Job Codes and Position Management

Overview and Objectives

The functionality in EmpowHR 9.0 is basically the same as the previous version. There
are additional fields available as well as additional search criteria.

After completing this module, participants will be able to:

. Identify changes to Job Code functionality
e Identify changes to Position Management functionality

9|Page
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Job Codes

Overview

This section demonstrates the changes and additions to Job Code functionality in
EmpowHR 9.0.

Job Code Changes

The following steps demonstrate the changes and additions to Job Code functionality in
EmpowHR 9.0.

Stackhouse,Tracey F Library of Congress

B E 1R

Menu =
Search:

[> My Favorites

[ Employee Self Senice

Worklist

MultiChannel Console | _Add to Favorites | Sign out

Help

[> Manager Self Service

[» PAR Processing

[> Position Management

[> Payroll Documents

[ HR Reports

[> Recruiting

[ Payroll Processing

[> Training Administration

[> Manage Performance

[> Mon-Employee Processing
[> Time and Labor

[> Morth American Payroll

[> Global Payroll

[> Payroll Interface

[> Workforce Development

[- Organizational Development
[> Enterprise Learning

[> Pension

[» Labor Relations

[ Transit Subsidy

[ EmpowHR Setup Tables (HD)
[- EmpowHR User Security (HD)
[ Set Up HRMS

[> Enterprise Components

[> Worklist

[> Application Diagnostics

[> Tree Manager

[> Reporting Tools

[> PeopleTools

— Applicant Home

— Change Wy Password

— My Personalizations

— Wy System Profile

— My Dictionary

— EmpowHR Process Monitor

Done [@ @ Intemet | Protected Mode: On H100% ~

Step Action

1. Click the Position Management link.

[t Position Management]
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Step

Action

2. Click the Job Codes link.

= Position Management
I» Fair Act Inventory
— Mass OIP Update
- Organizational Position
Titles
Job Cod
- Position Information
— Dffice Information Profile
- Classification Standards
USF
- Vacant Positions
— Dccupational Series USF
— Dfficial Position Titles USF
— Drganizational Posn Titles
USE
— LC Classification Statuses
[> Payroll Documents
[ HR Reports
[> Recruiting
[> Payroll Processing
[> Training Administration
[ Manage Performance
[ Mon-Employee Processing
[> Time and Labar
[> Morth American Payroll
[+ Global Payroll
[> Payroll Interface
[ Workforce Development
[> Organizational Development
[> Enterprise Learning
[ Pension
[> Labor Relations
[ Transit Subsidy
[ EmpowHR Setup Tables
(HD)
[ EmpowHR User Security
(HD)
[- SetUp HRMS
[- Enterprise Components
[ Worklist
[ Application Diagnostics
[> Tree Manager
[> Reporting Tools
[ PeopleTools

Job Code USF

Stackhouse,Tracey F Library of Congress

Enter any information you have and click Search. Leave fields blank for a list of all values

| [ Find an Existing Value {_Add a New Value

SetlD:

Job Code:

Agency:

Sub-Agency:

Personnel Office ID:

Pay Plan:

Salary Administration Plan:

Salary Grade:

begins with + LOC
begins with ~
begins with = LC
begins with + [hAE
begins with +
begins with +
begins with ~

begins with +

Master Record Number (NFC): begins with +

Occupational Series:

Organization Position Title:

begins with +

begins with +

|aspD

o |

[“linclude History Correct History [| Case Sensitive

bl

EFRleprrrre

Search Clear | pasic Search B Save Search Criteria

Find an Existing Value | Add a Mew Value

MultiChannel Console

Mew Window | Help | /5,

Add {o Favorites | Sign out

— Applicant Home
E(B e Internet | Protected Mode: On H100% -
Step Action
3. Click the green book icon to view additions and changes on the Search
page.

Master Record Mo Lookup Mew Lookup Ability to look up field values for
Number Available lcon search.
Occupational . No Lookup New Lookup Ability to look up field values for
Series Available lcon search.
ASPD Not Available | New Check this box to include ASFPD.
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Stackhouse,Tracey F Library of Congress

Sign out

= Position Management - i
b Fair At Imvantony Dew Window | Help | e,
— Mass OIP Update
- Organizational Position Job Code USF
Titles. Enter any information you have and click Search. Leave fields blank for a list of all values
— Position Information | [ Find an Existing Value {_Add a New Value
— Dffice Information Profile
- Classification Standards - -
USF SetiD: begins with ~ LOC
- Vacant Positions Job Code:
— Dccupational Series USF
— Dfficial Position Titles USE Agency: begins with ~ LC
— Organizational Posn Titles - -
USF Sub-Agency: begins with ~ AE
— LC Classification Statuses Personnel Office ID:
[> Payroll Documents
[ HR Reports Pay Plan: begins with +
[> Recruiting
[> Payroll Processing
[> Training Administration salary Grade: begins with +
[ Manage Performance
[- Non-Employee Processing _ | Master Record Number (NFC): begins with +

[> Time and Labor i . N - -
> North American Payroll Occupational Series: begins with +

bl

begins with +

begins with +

Salary Administration Plan:  begins with ~

L L LLLLLL

I Global Payroll Organization Position Title:  begins with +
[> Payroll Interface

[ Workforce Development ASPD =

g g;?:‘r’;ﬁz"f:;r?‘?::“’”mm [Cinclude History [7] Correct History [ Case Sensitive

[ Pension

[ Labor Relations Search | Clear | Basic Search [E] Save Search Criteria

[ Transit Subsidy

[- EmpowHR Setup Tables
(HD) Find an Existing Value | Add a Mew Value

[ EmpowHR User Security
(HD)

[ SetUp HRMS

[- Enterprise Components

[ Worklist

[ Application Diagnostics

[> Tree Manager

[> Reporting Tools

[> PeopleTools

— Applicant Home -

[# € Internet | Protected Mode: On ®100% ~

Step Action

4, Click the Add a New Value tab.
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Stackhouse,Tracey F Library of Congress

Worklist [ MultiChannel Console | Add to Favorites | Sign out
= Position Management - New Window | Help
1> Fair Act Inventory l B
— Mass OIP Update
- Organizational Position Job Code USF
Titles
— Job Codes Eind an Existing Value § Add a New Value 3
— Position Information F
— Office Information Profile .
- Classification Standards SetiD: Loc &
UsF Job Code: NEW
- Vacant Positions
— Dccupational Series USF Agency: Lc Q@
— Dfficial Position Titles USE .
— Drganizational Posn Titles Sub-Agency: a
USE Personnel Office ID: Q,
— LC Classification Statuses
[ Payroll Documents Master Record Number (NFC):
[ HR Reports .
Pay Plan:
[> Recruiting v 65 @
[> Payroll Processing Salary Administration Plan: &}
[> Training Administration
[ Manage Performance Salary Grade: Q
I> Mon-Employee Processing | _
[> Time and Labor i
Add

[> Morth American Payroll

[> Global Payroll

I Payrall Interface Find an Existing Value | Add a Mew Value

[ Workforce Development

[> Organizational Development

[+ Enterprise Learning

[ Pension

[> Labor Relations

[ Transit Subsidy

[ EmpowHR Setup Tables
(HD)

[ EmpowHR User Security
(HD)

[» SetUp HRMS

[- Enterprise Components

[ Worklist

[> Application Diagnostics

[> Tree Manager

[> Reporting Tools

[ PeopleTools

— Applicant Home -

Done [# € Internet | Protected Made: On ®100% ~

Step Action
5. New Look Up icon for Master Record Number (NFC).
6. Sub-Agency is a required field in EmpowHR 9.0.

Click the Look up Sub-Agency (Alt+5) button.
[&]

7. Click the Library of Congress link.
[AE Library of Congress |
8. Click the Add button.
Add

13|Page



EveowHR Training Guide

SOLUFIONS
FRIEN EEAL TO KATIRS

Stackhouse,Tracey F Library of Congress

Sign out
[~ Position Management A New Window | Help | Customize Page | &,
I» Fair Act Inventory
— Mass OIP Update - = -
_ Oroanizaional Pasition { Job Code Profile {_Default Compensation ' Affected Positions and Emplids
Titles . . . .
SetiD: LoC JobCode: NEW Business Units that use this Sehdl Create JobCode from ASPD | |
- Position Information
— Office Information Profile Job Code Profile
- Classification Standards . =
USF *Effective Date: [l *status:  Active T Transaction Status:  InProgress -
- Vacant Positions . |
- Dccupational Series USE *Reason Code: NEW Q@ Agency Type: LoC
— Dfficial Position Titles USF Occupational Series: [} E
— Drganizational Posn Titles
USF Official Posn Title Code: 9999 @ |
— LC Classification Statuses S . -
> Payroll Documents Official Title Prefix:
PlE AEEREE Organization Position Title: Q
[» Recruiting
[> Payroll Processing -
> Training Administration Detailed Jobcode Description
[- Manage Performance Job Family: Q *Supervisory Status: 8 Other - [ Medical Checkup Required
[> Non-Employee Processing
[ Time and Labor e . MNonexempt - ™
> North American Payroll IMasler Record Number [NFC)I FLSA Status:
[ Global Payroll '%US Federal
0> Payroll Interface =
[ Workforce Development - N
I Grganizational Development | | - Agency: [ic™ @ Library of congress IASPD. [T created from ASPD.I
[» Enterprise Learning }
& Pension Sub-Agency: IAE @, Library of Congress |Departmenl Ql
[» Labor Relations » .
> Transit Subsidy Position Location: -
[ EmpowHR Setup Tables
{HD) PO IU‘IUS Q. Library of Congress
[ EmpowHR User Security
(HD) Pay Basis: Per Annum v
[- SetUp HRMS
[- Enterprise Components . -
[ Worklist i Fund Source:
[ Application Diagnostics . _—_— -
[ Tree Manager Parenthetical Title:
[> Reporting Tools .
[ PeopleTools PATCOB Code:
— Applicant Home - =
[@ & Internet | Protected Made: On H100% -
Step Action
9. Click the green book icon to view additions and changes on the Job Code
Profile page.
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4

Create Job Code Mot Available Mew Allows a user to create a job code using
from ASPD. criteria from an existing job code.
Goto Row Button Mot Available New This button allows a userto gotoa

specific rowin history. Mot used during
the Add process.

Master Record Mot Available New This field is populated from the NFC
Number (NFC) Position Management System. (PMSO)
ASPD? Checkbox Mot Available New If the user creates a job code using the

Create Job Code from ASPD function,
this checkbox is selected.

Department Mot Available New Allows a user to enter a department
number.

Bargaining Unit Available Removed Mot required in EmpowHR 9.0.

Financial Disclosure | Available Maoved Located on the Default Compensation

Required . page.

Interdisciplinary Available Removed Mot required in EmpowHR 9.0

Code

1A Actions Available Removed Mot required in EmpowHR 9.0

Stackhouse,Tracey F Library of Congress

peaw L)

= Position Management -
I» Fair Act Inventory
— Mass OIP Update
- Organizational Position

MultiChannel Console

Add {o Favorites | _Sign out

New Window | Help | Customize Page | 5,

{ Job Code Profile {_Default Compensation ' Affected Positions and Emplids |,

itles
b Cod: SetiD: Loc JobCode: NEW Business Units that use this Setid Create JobCode fram ASPD ‘
osition Information F
- Office Information Profile Job Code Profile Find

- Classification Standards R ;
USF *Effective Date: [l *status:  Active ~  Transaction Status:  INProgress =
- Vacant Positions ! GoToR
~ Dccupational Series USF *Reason Code: NEW  Q Agency Type: Loc ﬂ
— Dfficial Position Titles USF Occupational Series: [} E
— Organizational Posn Titles
USF Official Posn Title Code: 9999 @ |
—-LCCI ification Statuse
s e Official Title Prefix: M
I HR Reports Organization Position Title: Q
I Recruiting
[- P Il P
> T?;i;woing .:jnic:‘lisri‘srﬁation Detailed Jobcode Description
I Manage Performance Job Family: QU +supervisory Status: & Other hd ["I Medical Checkup Required
I Mon-Employee Processing
b T 7 L2l Master Record Number (NFC) *FLSA Status: Nonexempt = |

[> Morth American Payroll

[> Global Payroll

[> Payroll Interface

[ Workforce Development

[- Organizational Development

E E:t:;ﬁ]r;]se BT Sub-Agency: [+E @ Library of Congress Department Q,

[> Labor Relations . _

[ Transit Subsidy Position Location: -

[ EmpowHR Setup Tables
(HD) POL 0103 Q  Library of Congress

[ EmpowHR User Security
(HD) Pay Basis: Per Annum -

[ SetUp HRMS

[> Enterprise Componenis

[+ Worklist

[ Application Diagnostics

[> Tree Manager

[> Reporting Tools

I PeopleTools PATCOB Code:

— Applicant Home - -
[# & Internet | Protected Mode: On H100% ~

¥ E= |5 Federal

Agency: LC U Library of Congress AsPD? [T Created from ASPD:

Fund Source: A

Parenthetical Title: -
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Step

Action

10. Click the scrollbar.

= Position Management
[» Fair Act Inventory
— Mass OIP Update
- Organizational Position
Titles
ob Codes
- Position Information
— Dffice Information Profile
- Classification Standards
USF
- Vacant Positions
— Dccupational Series USF
— Dfficial Position Titles USF
— Drganizational Posn Titles
USE
— LC Classification Statuses
[> Payroll Documents
[ HR Reports
[> Recruiting
[> Payroll Processing
[> Training Administration
[> Manage Performance
[ Mon-Employee Processing
[> Time and Labor
[> Morth American Payroll
[> Global Payroll
[> Payroll Interface
[ Workforce Development
[- Organizational Development
[+ Enterprise Learning
[ Pension
[> Labor Relations
[> Transit Subsidy
[ EmpowHR Setup Tables
(HD)
[ EmpowHR User Security
(HD)
[ SetUp HRMS
[> Enterprise Componenis
[+ Worklist
[- Application Diagnostics
[> Tree Manager
[> Reporting Tools
[ PeopleTools

Parenthetical Title:

PATCOB Code:

Functional Class: Mot Applicable

Agency Use:

Professional Category: -
Classification Standard: Q
Classifier:

Date Classified: [#

Classification Authority:

Classification Factors

Classification Factor:

‘OPM Certification
Number:

Position Classification Stds:

Stackhouse,Tracey F Library of Congress

Salary Grade:

Illpdated on: Updated By:

B save

Factor Level:

Q

0

B add

Worklist

Min Points: Max Points:

Update/Display | & Include History

MultiChannel Console

Class Standard Issued Date
Classification Standard Code [
Early Retirement Code

Target Grade:

Points: Weight (%):

Add {o Favorites

(=]

Sign out

Total Points:

0

[# Correct History

n

Job Code Profile | Default Compensation | Affected Positions and Emplids

— Applicant Home - o
[# € Internet | Protected Mode: On H100% ~
Step Action
11. Click the green book icon to view additions and changes on the remainder
of the page.

Updated On Mot Available New Date of change in record.

Updated by Mot Available Mew Identification of user making change
Step Action
12. Click the Default Compensation link.

Default Compensation

16|Page




EvrowHR

SOLUTTONS
FRIEN EEAL TO KATIRS

Training Guide
EmpowHR 8.8 to 9.0 Transition Training

D

= Position Management
I» Fair Act Inventory
— Mass OIP Update
- Organizational Position
Titles
— Job Codi
— Position Information
— Dffice Information Profile
- Classification Standards
USF
- Vacant Positions
— Dccupational Series USF
— Dfficial Position Titles USF
— Organizational Posn Titles
USE
— LC Classification Statuses
[> Payroll Documents
[ HR Reports
[ Recruiting
[> Payroll Processing
[> Training Administration
[> Manage Performance
[ Mon-Employee Processing
[> Time and Labor
[> Morth American Payroll
[+ Global Payroll
[> Payroll Interface
[ Workforce Development
[> Organizational Development
[> Enterprise Learning
[ Pension
[> Labor Relations
[ Transit Subsidy
[- EmpowHR Setup Tables
(HD)
[ EmpowHR User Security
(HD)
[ SetUp HRMS
[- Enterprise Components
[ Worklist
[> Application Diagnostics
[> Tree Manager
[> Reporting Tools

= @ Default Compensation

| 4 || priver License Required

Stackhouse,Tracey F rary of Congress

MultiChannel Consal

Add to Favorites | _Sign out

Job Code Profile | Default Compensation ' Affected Positions and Emplids

SetiD:

LoC Job Code:

NEW

Effective Date: Status:  Active PliIndicator: InProgress
Pay Plan/Table/Grade: e} Q Q
Minimum Midpoint Maximum
Hourly: £
BiWeekly:
Monthly:
Annual:

Optional Interdisciplinary Classification

—
[Ta

Parenthetical Title M

Occupational Series

Official Posn Title Code Interdisciplinary Code

Official Title Prefix e

Replaces Job Code Q Max Number of 1A Financial Disclosure Required [0 4

[Z] Promotion Plan

[ Not to be Filled Concurrently

[T Typing (25) Required

- [Tl phvsical Reanired [ Tvnina (40 Reauired

[ PeopleTools Remarks

— Applicant Home = L -

Done [# @ Internet | Protected Made: On H100% ~
Step Action

13.

Job Ratio Data is no longer needed on this page.
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I Position Management
[ Fair Act Inventory
— Mass OIP Update
- Organizational Position
Titles
— Position Information
— Dffice Information Profile
- Classification Standards
USF
- Vacant Positions
— Dccupational Series USF
— Dfficial Position Titles USE
— Drganizational Posn Titles
USE
— LC Classification Statuses
[> Payroll Documents
[ HR Reports
[> Recruiting
[> Payroll Processing
[> Training Administration
[> Manage Performance
[ Mon-Employee Processing
[> Time and Labor
[> Morth American Payroll
[> Global Payroll
[> Payroll Interface
[ Workforce Development
[> Organizational Development
[+ Enterprise Learning
[ Pension
[> Labor Relations
[ Transit Subsidy
[- EmpowHR Setup Tables
(HD)
[ EmpowHR User Security
(HD)
[ SetUp HRMS
[- Enterprise Components
[ Worklist
[ Application Diagnostics
[> Tree Manager
[> Reporting Tools

Stackhouse,Tracey F Library of Congress

Job Code Profile | Default Compensation _Affected Positions and Emplids

SetiD: LoC

Job Code: NEW

Default Compensation

Effective Date:

Minimum
Hourly:
BiWeekly:
Monthly:
Annual:

Status:  Active Plindicator: InProgress
Pay Plan/Table/Grade: Q aQ Q
Midpoint Maximum

Optional Interdisciplinary Classification

Occupational Series
Official Posn Title Code

Parenthetical Title

Official Title Prefix

—
[Ta

-

Interdisciplinary Code

Replaces Job Code

[Z] Promotion Plan

Q Max Number of IA

Financial Disclosure Required IU_Q

[ Not to be Filled Concurrently

|| Driver License Required
[C] Physical Required

[“| Typing (25) Required
"I Typing {40) Required

m

[ PeopleTools Remarks

— Applicant Home -

Done [# @ Internet | Protected Made: On ®100%
Step Action

14. Click the scrollbar.
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- Position Management

[ Fair Act Inventory

— Mass OIP Update

- Organizational Position
Titles

b Codes

— Position Information

— Dffice Information Profile

- Classification Standards
USF

- YVacant Positions

— Dccupational Series USF

Parenthetical Title

Official Title Prefix

Stackhouse,Tracey F Library of Congress

-

MultiChannel Console

Replaces Job Code

Q

Max Number of 1A | I Financial Disclosure Required |lT Q I

I ["] Promotion Plan

[ Not to be Filled Concurrently |

— Dfficial Position Titles USE
— Drganizational Posn Titles
USE

— LC Classification Statuses

[> Payroll Documents

[ HR Reports

[> Recruiting

[> Payroll Processing

[> Training Administration

[> Manage Performance

[ Mon-Employee Processing

[> Time and Labor

[> Morth American Payroll

[> Global Payroll

[- Payroll Interface

[ Workforce Development

[> Organizational Development

[+ Enterprise Learning

[ Pension

[> Labor Relations

[ Transit Subsidy

[- EmpowHR Setup Tables
(HD)

[ EmpowHR User Security
(HD)

[ SetUp HRMS

[- Enterprise Components

[ Worklist

|| Driver License Required
[C] Physical Required

[“| Typing {25) Required
[“| Typing {40) Required

Remarks

Promotion

Customize | Find | V

[Job Code Tracking
DateTime Stam|
4

UserlD

Description

Sign out

m

[ Application Diagnostics — @ save Es Add Update/Display | JZ] Include History | [EF Correct History

[ Tree Manager

I Reporﬁng'?ools Job Code Profile | Default Compensation | Affected Positions and Emplids

I PeopleTaols LS
— Applicant Home il
Done [# & Internet | Protected Made: On ®100% ~

Step

Action

15.

Click the green book icon to view additions and changes on the Default
Compensation page.

4

ReplacesJob Code textfield
Max Number of IA text field

Promotion Plan checkbox

Notto be Filled Concurrently checkbox
Driver's License Required checkbox

Physical Required checkbox

Typing (25) Required checkbox
Typing (40) Required checkbox

Remarks text box

Not to Be Filled Concurrently textfield

Language Required text field

The following section descriptions list all of the LOC customizations. These customizations are now
available for use by all agencies.
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Step Action
16. Click the Affected Positions and Emplids link.

[sffected Positions and Emplids]

Stackhouse,Tracey F Library of Congress

Faaiee :"\::_HR)

[= Position Management B New Window | Help | Custemize Page | &,
> Fair Act Inventory

— Mass OIP Update - — -
— Organizational Position /Job Code Profile | Default Compensation | Affected Positions and Emplids

Titles
seubLoc
- Position Information

— Office Information Profile Position Number EmpliD Name
- Classification Standards

[T 1 =
- Vacant Positions
— Dccupational Series USF
— Dfficial Position Titles USF
— Drganizational Posn Titles
USE
— LC Classification Statuses
[> Payroll Documents
[ HR Reports
[> Recruiting
[> Payroll Processing
[> Training Administration
[> Manage Performance
[ Mon-Employee Processing
[> Time and Labar
[> Morth American Payroll
[ Global Payroll
[> Payroll Interface
[ Workforce Development
[> Organizational Development
[> Enterprise Learning
[ Pension
[> Labor Relations
[+ Transit Subsidy
[ EmpowHR Setup Tables

MultiChannel Console | Add to Favorites | _Sign out

MNEW

HD

> (EmplowHR User Security & save EsAdd Update/Display | 42 Include History | [ Correct History
HD

I S{Bet l]JD HRMS Job Code Profile | Default Compensation | Affected Positions and Emplids

[- Enterprise Components
[ Worklist

[- Application Diagnostics
[> Tree Manager

[> Reporting Tools

[ PeopleTools

— Applicant Home -

Done [# @ Internet | Protected Made: On ®100% ~

Step Action

17. There are no changes on this page.

18. This complete Job Code Changes.
End of Procedure.
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Position Management

Overview

This section demonstrates the changes and additions to Position Management
functionality in EmpowHR 9.0. In addition to changes and additions, the Occupational
Series USF, Official Position Titles USF, and Organizational Posn Titles USF pages are
now available in the "Include History" and "Correct History" action modes so that fields
on these pages can be updated.

Fair Act Inventory
This section demonstrates the functionality of Fair Act Inventory.

Stackhouse,Tracey F Library of Congress

Exipcal 110D

Home | Viorklist | MuliChannel Console | Add to Favorites | _Sign out
Help
Menu =
Search:

[> My Favorites

[ Employee Self Senice

[ Manager Self Service

[» PAR Processing

[> Position Management

[> Payroll Documents

[ HR Reports

[> Recruiting

[ Payroll Processing

[> Training Administration

[> Manage Performance

[> Mon-Employee Processing
[> Time and Labor

[> Morth American Payroll

[> Global Payroll

[> Payroll Interface

[> Workforce Development

[- Organizational Development
[> Enterprise Learning

[> Pension

[» Labor Relations

[ Transit Subsidy

[ EmpowHR Setup Tables (HD)
[ EmpowHR User Security (HD)
> Set Up HRMS

[> Enterprise Components

[ Worklist

[ Application Diagnostics

[> Tree Manager

[> Reporting Tools

[- PeopleTools

— Applicant Home

— Change Wy Password

— My Personalizations

— Wy System Profile

— My Dictionary

— EmpowHR Process Monitor

I EEE—————————————————
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Step

Action

1. Click the Position Management link.

[ Position Management]

I» Fair Act Inventory

— Mass OIP Update

- Organizational Position
Titles

osition Information
— Office Information Profile
lassification Standards
USE
— Vacant Positions
— Occupational Series USF
— Dfficial Position Titles USFE
— Drganizational Posn Titles
USF
— LC Classification Statuses
[> Payroll Documents
[ HR Reports
[ Recruiting
[> Payroll Processing
[+ Training Administration
[> Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> Morth American Payroll
[> Global Payroll
[> Payroll Interface
[> Workforce Development
[> Organizational Development
[- Enterprise Learning
[> Pension
[ Labor Relations
[ Transit Subsidy
[ EmpowHR Setup Tables
(HD)
[ EmpowHR User Security
(HD)
[ Set Up HRMS
[- Enterprise Components
[> Worklist
[> Application Diagnostics
[> Tree Manager
[> Reporting Tools
[> PeopleTools
— Applicant Home
— Chanae Wy Password
— Wy Personalization

m

nu =

ﬁ Position Management

Position Management

Mass OIP Update

Position Information
Identifies position description, work location,

job information, and budget and incumbent
information

E" Vacant Positions

Wacant Positions

E" Oroanizational Posn Titles USF
Identifies organization position title and
description

Stackhouse,Tracey F Library of Congress

Organizational Position Titles
Organizational Position Titles

Office Information Profile
Office Information Profile

Occupational Series USFE
Identifies occupational series description

E" LC Classification Statuses
LC Classification Statuses

)

MultiChannel Console

Edit "Position Management” Folder

Job Codes

Defines job code profile, evaluation criteria,
default compensation, and non-base
compensation details for job

Classification Standards USF
Identifies classification standards, factors,
levels, and grade conversions

Official Position Titles USF
Identifies official posttion title and description

Fair Act Inventory

Fair Act Inventory

F=] Function Code Setup

=l Function/Reason Code Setup
= Competitive Level Setup

Step

Action

2. Click the Fair Act Inventory link.

[> Fair Act Invento
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Stackhouse,Tracey F Library of Congress

ntory -

— Function Code Setup B
— Function/Reason Code ﬁ Fair Act Inventory Edit "Fair Act Inventory” Folder
Setup

Fair Act Inventory

3 Function Code Setup
Function Code Setup

— Competitive Level Setup
— Mass OIP Update
— Organizational Position
Titles
— Job Codes
— Position Information
— Dffice Information Profile
- Classification Standards
USF
- YVacant Positions
— Dccupational Series USF
— Dfficial Position Titles USF
— Drganizational Posn Titles
USE
— LC Classification Statuses
[> Payroll Documents
[ HR Reports
[> Recruiting
[> Payroll Processing
[> Training Administration =
[ Manage Performance
[> Mon-Employee Processing
[> Time and Labor
[> North American Payroll
[+ Global Payroll
[ Payroll Interface
[> Workforce Development
[> Organizational Development
[> Enterprise Learning
[ Pension
[- Labor Relations
[ Transit Subsidy
[ EmpowHR Setup Tables
(HD)
[ EmpowHR User Security
(HD)
[ Set Up HRMS
[+ Enterprise Components
[ Worklist
[> Application Diagnostics
[> Tree Manager
[> Reporting Toals
[ PeopleTools il

Rl

= Competitive Level Setup
Competitive Level Setup

unction/Reason Code Setup
Function/Reasen Code Setup

Step Action

3. Click the Function Code Setup link.
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< Fair Act Inventary
— Function Code Setup
— Function/Reason Code
Setup
— Competitive L evel Setup
— Mass OIP Update
— Drganizational Position
Titles
— Job Codes
— Position Information
— Dffice Information Profile
— Classification Standards
USE
— Vacant Positions
— Dccupational Series USE
— Dfficial Position Titles USF
— Drganizational Posn Titles
USF
- LC Classification Statuses
[> Payroll Documents
[ HR Repaorts
[> Recruiting
[> Payroll Processing
[ Training Administration
[ Manage Performance
[> Non-Employee Processing
[> Time and Labor
[» North American Payroll
[> Global Payroll
[+ Payroll Interface
[> Workforce Development
[> Organizational Development
[ Enterprise Learning
[> Pension
[ Labor Relations
[> Transit Subsidy
[ EmpowHR Setup Tables
(HD)
[ EmpowHR User Security
(HD)
[- SetUp HRMS
[> Enterprise Components
[> Worklist
[> Application Diagnostics
[- Tree Manager
[ Reporting Tools
[ PannlaTanl

Stackhouse,Tracey F Library of Congress

New Window | Help | B}

Function Code
Enter any information you have and click Search. Leave fields blank for a list of all values

__ [ Find an Existing Value {_Add a New Value

Search by: Function Code = begins with
[[linclude History [] Correct History

Search | Advanced Search

Find an Existing Value | Add a Mew Value

m

Step Action

4, Click the Search button.
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< Fair Act Inventory
— Function Code Setup
— Function/Reason Code
Setup
— Competitive L evel Setup
— Mass OIP Update
— Organizational Position
Titles
— Job Codes
— Position Information
— Dffice Information Profile
— Classification Standards
USE
— Vacant Positions
— Dccupational Series USE
— Dfficial Position Titles USF
— Drganizational Posn Titles
USF
- LC Classification Statuses
[> Payroll Documents
[ HR Repaorts
[> Recruiting
[> Payroll Processing
[ Training Administration
[ Manage Performance
[> Non-Employee Processing
[> Time and Labor
[» North American Payroll
[> Global Payroll
[+ Payroll Interface
[> Workforce Development
[> Organizational Development
[ Enterprise Learning
[> Pension
[ Labor Relations
[> Transit Subsidy
[ EmpowHR Setup Tables
(HD)
[ EmpowHR User Security
(HD)
[- Set Up HRMS
[> Enterprise Components
[> Worklist
[> Application Diagnostics
[- Tree Manager
[ Reporting Tools
[ PannlaTanl

racey F Library of Congress

Function Code
Enter any information you have and click Search. Leave fields blank for a list of all values

Search by:

__ [ Find an Existing Value {_Add a New Value

Function Code ~ begins with

[Tlinclude History [] Correct History

Search | Advanced Search

Search Results

View All

ode Function Code family Title

Safety

Personnel Administrative Support
Classification

Staffing Reviews

Manpower Research & Analysis

Employee Relations

Labor Relations and Support

Agency Equal Employment Opportunity Reviews
Personnel Management Specialist

Personnel IT Support

Management Headquarters-Civilian Personnel
Civilian Personnel Operations

Mgmt Hgtrs- Personnel Social Action Programs
Financial Management Administrative Support
Mgmt Hdgirs - Financial Management

Fixed Assets

Financial Management Operations

Budget Support

Financial Program Management

Property Oversight

External Auditing

Internal Auditing

Finance/Accounting Services

Benefits & Entitlements Senvices

1-100 of 181 [p] Last

Function Code Family

A
jaut
=

MmMmMWMmMmMmMmMmMDm@DMmMMM@mMmmMm

New Window | Help | B}

Sign out

-

n

Step Action

5. Click the B700 link.
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Stackhouse,Tracey F Library of Congress

Worklist [ _MultiChannel Console | Add fo Favorites | Sign out

= Fair Act Inventory - New Window | Help | Customize Page | (&,
— Function Code Setup
— Function/Reason Code { Function Cods
Setup
— Competitive | evel Setu
— Mass OIP Update

— Drganizational Position i .
Titles Function Code B700

— Job Codes .
— Position Information Function Code
— Office Information Profile
Office Information Profile +
— Classification Standards (P ——— =]
USE Effective Date horzsrzo07 |[EH
— Vacant Positions
— Occupational Series USE . ) Personnel Management -
— Official Position Titles USF Function Code Family
— Drganizational Posn Titles
UsE Function Code UID 1028
- LC Classification Statuses
[- Payroll Documents Function Code Title Personnel Management Specialist
[ HR Repaorts

[> Recruiting
[ Payroll Processing Function Code Description “This function refers to HR generalists that perform a variety of human resources -

[> Training Administration = management specialist (HRM) functions not otherwise identified predominantly with codes | |
[ Manage Performance B100-500 as well a5 HR work that provides consultation on the most effective alignment of
[ Non-Employee Processing HR systems to support strategic geals and objectives and produce the results that

[> Time and Labor accomplish the agency mission. Management relies on this specialistwork to help them  —
[ Morth American Payroll apply merit system principles to atiracting h
[> Global Payroll

[ Payroll Interface

[> Workforce Development

[> Organizational Development
[ Enterprise Learning

I Pension |
[ Labor Relations

[> Transit Subsidy

[ EmpowHR Setup Tables

(HD)
[- EmpowHR User Security & save | {24 Return to Search | +[] Previous in List | +[E] Mext in List | Ex Add | | £ Include History ‘ [E# Correct History |
(HD)

[- SetUp HRMS —
[> Enterprise Components
[> Worklist

[> Application Diagnostics
[> Tree Manager

[ Reporting Tools

[ PannlaTanl

Step Action

6. Click the green book icon to view the information on Function Code
Setup.

Effective Date The date when the function code becomes available.

Function Code Select data from the dropdown list. Valid values are Personnel
Family Management and Recurring Testing & Inspection.

Function Code Enter the 4-digit code.

UiD

Function Code The narrative of the function code title.

Title

Function Code The narrative description of the function code.
Description

I EEE—————————————————
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racey F Library of Congress

Sign out

= Fair Act Inventory New Windaw | Help | Customize Page | B
— Function Code Setup
— Function/Reason Code {m\
Setup
— Competitive | evel Setup
— Mass OIP Update
— Drganizational Position
Titles
— Job Codes
— Position Information Function Code
— Office Information Profile
— Classification Standards (P ———
USE Effective Date horzsr2007 |
— Vacant Positions
— Dccupational Series USE -
— Official Position Titles USF Function Code Family Personnel Management
— Oroanizational Posn Titles
USF Function Code UID 1028
- LC Classification Statuses
[ Payroll Documents Function Code Title Personnel Management Specialist
[ HR Repaorts

[> Recruiting
[ Payroll Processing Function Code Description “This function refers to HR generalists that perform a variety of human resources

[ Training Administration = management specialist (HRM) functions not otherwise identified predominantly with codes

[ Manage Performance B100-500 as well a5 HR work that provides consultation on the most effective alignment of |=

[> Non-Employee Processing HR systems to support strategic goals and objectives and produce the results that

[> Time and Labar accomplish the agency mission. Management relies on this specialistwork to help them

[> North American Payroll apply merit system principles to atiracting

[> Global Payroll

[ Payroll Interface

[> Workforce Development

[> Organizational Development

[ Enterprise Learning

I Pension |

[ Labor Relations

[> Transit Subsidy

[ EmpowHR Setup Tables
(HD)

[» EmpowHR User Security & save | {24 Return to Search | +[5] Previous in List | +=] Next in List | E‘q.Addl Upd
(HD)

[- SetUp HRMS o

[> Enterprise Components

[> Worklist

[> Application Diagnostics

[> Tree Manager

[ Reporting Tools

[ PannlaTanl

Function Code B700

| »

1

4 Include History | [ Correct History |

Step Action
7. Click the Function/Reason Code Setup link.

Function/Reason Code
Setup
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<7 Fair Act Inventory
— Function Code Setup
— Function/Reason Code
Setup
— Competitive | evel Setup
— Mass OIP Update
— Drganizational Position
Titles
— Job Codes
— Position Information
— Dffice Information Profile
— Classification Standards
USE
— Vacant Positions
— Occupational Series USE
— Dfficial Position Titles USF
— Organizational Posn Titles
USF
— LC Classification Statuses
[> Payroll Documents
[ HR Repaorts
[> Recruiting
[ Payroll Processing
[ Training Administration
[ Manage Performance
[> Non-Employee Processing
[- Time and Labor
[» North American Payroll
[> Global Payroll
[+ Payroll Interface
[> Workforce Development
[> Organizational Development
[ Enterprise Learning
[ Pension
[ Labor Relations
[> Transit Subsidy
[ EmpowHR Setup Tables
(HD)
[ EmpowHR User Security
(HD)
[- SetUp HRMS
[- Enterprise Components
[> Worklist
[- Application Diagnostics
[- Tree Manager
[ Reporting Tools
[ PannlaTanl

Stackhouse,Tracey F Library of Congress

Function-Reason Code Combo
Enter any information you have and click Search. Leave fields blank for a list of all values

__ [ Find an Existing Value {_Add a New Value

New Window | Help | B}

Search by: Function Code ~ begins with B700
[[linclude History [] Correct History

Search | Advanced Search

Find an Existing Value | Add a Mew Value

m

Step Action

8. Click the Search button.
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Stackhouse,Tracey F Library of Congress

Worklist [ _MultiChannel Console | Add fo Favorites | Sign out

= Fair Act Inventory -
— Function Code Setup
— Function/Reason Code

Mew Window | Help | Customize Page | B

{ Function Code Reason Code

Setup
— Competitive L evel Setup
— Mass OIP Update
— Drganizational Position
Titles
— Joh Codes Reason Code CB
— Position Information
— Office Information Profile
— Classification Standards
USF Effective Date
— Vacant Positions
— Occupational Series USE Reason Code m
— Dfficial Position Titles USF Justification
— Drganizational Posn Titles
USF
- LC Classification Statuses
[> Payroll Documents
[ HR Repaorts
[> Recruiting
[> Payroll Processing
[ Training Administration E
b Manage Ferformance -
[> Non-Employee Processing
[> Time and Labor
I+ Marth American Payroll = save | £\ Return to Search | E‘+Add| Upda
[> Global Payroll
[+ Payroll Interface
[> Workforce Development
[> Organizational Development
[ Enterprise Learning
[> Pension
[ Labor Relations
[> Transit Subsidy
[ EmpowHR Setup Tables
(HD)
[ EmpowHR User Security
(HD)
[- SetUp HRMS o
[> Enterprise Components
[> Worklist
[> Application Diagnostics
[> Tree Manager
[ Reporting Tools
[ PannlaTanl

Function Code B700

Function-Reason Code Setup

hor2szo07 [

5 | J Include History | [# Correct History |

Step Action

9. Click the green book icon to view the information on Function Code
Reason Code.

@ Field 9.0 Imp:

Effective Date The date when the function reason code becomes available.

Reason Code The narrative of the justification for the reason code.
Justification
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< Fair Act Inventory
— Function Code Setup
— Function/Reason Code

Setup
— Competitive L evel Setup
— Mass OIP Update
— Drganizational Position
Titles
— Job Codes
— Position Information
— Office Information Profile
— Classification Standards
USE
— Vacant Positions
— Dccupational Series USE
— Dfficial Position Titles USF
— Drganizational Posn Titles
USF
- LC Classification Statuses
[> Payroll Documents
[ HR Repaorts
[> Recruiting
[> Payroll Processing
[ Training Administration
[ Manage Performance
[> Non-Employee Processing
[> Time and Labor
[» North American Payroll
[> Global Payroll
[+ Payroll Interface
[> Workforce Development
[> Organizational Development
[ Enterprise Learning
[> Pension
[ Labor Relations
[> Transit Subsidy
[ EmpowHR Setup Tables
(HD)
[ EmpowHR User Security
(HD)
[- SetUp HRMS
[> Enterprise Components
[> Worklist
[> Application Diagnostics
[> Tree Manager
[ Reporting Tools
[ PannlaTanl

Stackhouse,Tracey F Library of Congress

{ Function Code Reason Code

Mew Window | Help | Customize Page | B

Function Code B700

(o=]

Effective Date hor2szo07 [

Reason Code
Justification

B save | L Return to Search | E‘+Add| Upd

splay | J Include History | [# Correct History |

Step

Action

10.

Click the Competitive Level Setup link.

Competitive Level Setup
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<7 Fair Act Inventory
— Eunction Code Setup
— Function/Reason Code
Setup
— Mass OIP Update
— Drganizational Position
Titles
— Job Codes
— Position Information
— Dffice Information Profile
— Classification Standards
USE
— Vacant Positions
— Dccupational Series USE
— Dfficial Position Titles USF
— Drganizational Posn Titles
USF
- LC Classification Statuses
[> Payroll Documents
[ HR Repaorts
[> Recruiting
[> Payroll Processing
[ Training Administration
[ Manage Performance
[> Non-Employee Processing
[> Time and Labor
[» North American Payroll
[> Global Payroll
[+ Payroll Interface
[> Workforce Development
[> Organizational Development
[ Enterprise Learning
[> Pension
[ Labor Relations
[> Transit Subsidy
[ EmpowHR Setup Tables
(HD)
[ EmpowHR User Security
(HD)
[- SetUp HRMS
[> Enterprise Components
[> Worklist
[> Application Diagnostics
[- Tree Manager

Stackhouse,Tracey F Library of Congress

Worklist

MultiChannel Console | Add to Favorites | _Sign out

nEep

Mew Window | Help |

Competitive Level Code
Enter any information you have and click Search. Leave fields blank for a list of all values

__ [ Find an Existing Value {_Add a New Value

Occupational Series « begins with |

Search by:
[Tlinclude History [] Correct History

Search | Advanced Search

Find an Existing Value | Add a Mew Value

[» Reporting Tools
[ PannlaTanl

Step

Action

11.

Enter the desired information into the begins with field. Enter a valid value
e.

g. "0101".
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< Fair Act Inventory
— Function Code Setup
— Function/Reason Code
Setup

— Mass OIP Update
— Drganizational Position
Titles
— Job Codes
— Position Information
— Dffice Information Profile
— Classification Standards
USE
— Vacant Positions
— Dccupational Series USE
— Dfficial Position Titles USF
— Drganizational Posn Titles
USF
- LC Classification Statuses
[> Payroll Documents
[ HR Repaorts
[> Recruiting
[> Payroll Processing
[ Training Administration
[ Manage Performance
[> Non-Employee Processing
[> Time and Labor
[» North American Payroll
[> Global Payroll
[+ Payroll Interface
[> Workforce Development
[> Organizational Development
[ Enterprise Learning
[> Pension
[ Labor Relations
[> Transit Subsidy
[ EmpowHR Setup Tables
(HD)
[ EmpowHR User Security
(HD)
[- SetUp HRMS
[> Enterprise Components
[> Worklist
[> Application Diagnostics
[- Tree Manager

Stackhouse,Tracey F Library of Congress

New Window | Help | B,

Competitive Level Code
Enter any information you have and click Search. Leave fields blank for a list of all values

__ [ Find an Existing Value {_Add a New Value

m

[» Reporting Tools
[ PannlaTanl

Search by: Occupational Series ~ begins with 0101
[Tlinclude History [] Correct History

Search | Advanced Search

Find an Existing Value | Add a Mew Value

Step Action

12. Click the Search button.
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T

Sign out
< Fair Act Inventory - Mew Window | Hel i
- Function Code Setup New Window | Helo | v, %
— Function/Reason Code .
Setup Competitive Level Code
— Compet Enter any information you have and click Search. Leave fields blank for a list of all values
— Mass OIP Update
- Organizational Position | Find an Existing Value Y Add a New Valug
Titles
— Job Codes " . .
— B e T Search by: Occupational Series v begins with 0101
— Office Information Profile [[linclude History ["] Correct History
— Classification Standards
USE
— Vacant Positions Search |Amanced Search
— Dccupational Series USE
— Dfficial Position Titles USF
- Oraanizational Posn Tiies | | S2rch Results
USF 1-27 of 27
— LC Classification Statuses Occupational Series Competitive Level
[- Payroll Documents 0101 0001 =
D Recruing . 0002
[> Payroll Processing mot 2L
[ Training Administration E o101 0004
[ Manage Performance 0101 0005
[ Non-Employee Processing 0101 0006
[ Time and Labor 101 ooo7
[> North American Payroll 101 0008
[> Global Payroll 101 0009
[+ Payroll Interface
[> Workforce Development 0ol 0010
[> Organizational Development LIl i
[ Enterprise Learning 0101 0012
I Pension 0101 0013
[ Labor Relations 101 0014
[> Transit Subsidy 101 0015
[- EmpowHR Setup Tables 104 0016
(HD) 101 0017
[ EmpowHR User Security — ™
(HD) 101 00138
[ Set Up HRMS oo 0019
[ Enterprise Components 0101 0020
[ Worklist 0101 0021
[> Application Diagnostics 0101 0022
[> Tree Manager 101 0104
[ Reporting Tools 101 011A
I DannlaTanl S —— i

Step Action

13. Click the 0101 link.
0101 0001
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< Fair Act Inventory - Wi i =l
CFunciion Code Setu New Window | Help | Customize Page | 5,
— Function/Reason Code
Setup
— Mass OIP Update Series 0107 social science
— Drganizational Position i
Titles Competitive Level 0001
— Job Codes
— Position Information
— Office Information Profile
— Classification Standards
USE
— Vacant Positions *FC-RC Combination T8s1-CB O
— Dccupational Series USE ;
- Official Position Titles USE Title Miscellaneous Titles
— Drganizational Posn Titles
USF Description
- LC Classification Statuses
[> Payroll Documents
[ HR Repaorts
[> Recruiting
[> Payroll Processing
[ Training Administration E L
[ Manage Performance
[> Non-Employee Processing

[> Time and Labor
Last Update B ERO01010
[» North American Payroll pd v

[ Global Payroll Last Update Date 10/25/07 12:00:00.000000AM
[ Payroll Interface

I Workforce Development |
[> Organizational Development
[ Enterprise Learning

[> Pension

[ Labor Relations

[> Transit Subsidy

[ EmpowHR Setup Tables

Worklist [ _MultiChannel Console | Add fo Favorites | Sign out

Cc titive Level Setup

[Competitive Level Details A First [ 10f1 [ Last

*Effective Date 10/25/2007 &) *Status | Approved =

Requires Knowledge of Forest Planning/MNEPA -

(HD)
[- EmpowHR User Security & save | LiReturnto Search | +[E] Mext in List E¥ Add ) Include History | [Z# Correct History
(HD)

[- SetUp HRMS —
[> Enterprise Components
[> Worklist

[> Application Diagnostics
[> Tree Manager

[ Reporting Tools

[ PannlaTanl

Step Action

14. Click the green book icon to view the information on Competitive Level
Setup.

Competitive Level Details section:

Effective Date The date when the competitive level details becomes available.
Status The status of the competitive level.

FC-RC The Function Code — Reason Code will display.

Combination

Title Thetitle of the position. This information appears on the incumbent’s

Job data record.

Description The narrative description forthe commutative level

Last Updated By | EmpliD of individual who last updated the information on this page.

Last Updated The date/time stamp when information was updated on this page.
Date
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Step Action

15. This completes Fair Act Inventory.
End of Procedure.

Position Information
This section demonstrates the changes and additions to Position Information.

Stackhouse,Tracey F Library of Congress

Exipcal 110D

Viorklist | MultiChannel Console | _Add to Favorites | _Sign out
Help
Menu =
Search:

[> My Favorites

[ Employee Self Senice

[ Manager Self Service

[» PAR Processing

[> Position Management

[> Payroll Documents

[ HR Reports

[> Recruiting

[ Payroll Processing

[> Training Administration

[> Manage Performance

[> Mon-Employee Processing
[> Time and Labor

[> Morth American Payroll

[> Global Payroll

[> Payroll Interface

[> Workforce Development

[- Organizational Development
[> Enterprise Learning

[> Pension

[» Labor Relations

[ Transit Subsidy

[ EmpowHR Setup Tables (HD)
[ EmpowHR User Security (HD)
> Set Up HRMS

[> Enterprise Components

[ Worklist

[ Application Diagnostics

[> Tree Manager

[> Reporting Tools

[- PeopleTools

— Applicant Home

— Change Wy Password

— My Personalizations

— Wy System Profile

— My Dictionary

— EmpowHR Process Monitor

Step Action
1. Click the Position Management link.

[ Position Management]

I EEE—————————————————
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[ Fair Act Inventory

— Mass OIP Update

- Organizational Position

Titles
0b Codes
osition Information
fiice Information Profile
ication Standards

- Occupational Series USFE
— Dfficial Position Titles USF
— Drganizational Posn Titles
USF

— LC Classification Statuses

[> Payroll Documents

[ HR Repaorts

[» Recruiting

[> Payroll Processing

[+ Training Administration

[> Manage Performance

[> Non-Employee Processing

[> Time and Labor

[> Morth American Payrall

[ Global Payroll

[> Payroll Interface

[> Workforce Development

[> Organizational Development

[» Enterprise Learning

[> Pension

[ Labor Relations

[ Transit Subsidy

[ EmpowHR Setup Tables
(HD)

[ EmpowHR User Security
(HD)

[- Set Up HRMS

[- Enterprise Components

[> Worklist

[> Application Diagnostics

[ Tree Manager

[> Reporting Tools

[> PeopleTools

— Applicant Home

— Chanae Wy Password

— Wy Personalization

m

Stackhouse,Tracey F Library of Congress

ﬁ Position Management

Position Management

Mass OIP Update

Position Information
Identifies position description, work location
job information, and budget and incumbent
information

E" Vacant Positions
Wacant Positions

E" Oroanizational Posn Titles USF
Identifies organization position title and
description

= Organizational Position Titles
Organizational Position Titles

Office Information Profile
Office Information Profile

Occupational Series USF
Identifies occupational series description

E" LC Classification Statuses
LC Classification Statuses

Edit "Position Management” Folder

Job Codes

Defines job code profile, evaluation criteria,
default compensation, and non-base
compensation details for job

E“ Classification Standards USF
Identifies classification standards, factors,
levels, and grade conversions

E Official Position Titles USF
Identifies official position title and description

ﬁ Fair Act Inventory

Fair Act Inventory
=] Function Code Setup
=l Function/Reason Code Setup
= Competitive Level Setup

Action

2. Click the Position Information link.
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- Position Management
[ Fair Act Inventory
— Mass OIP Update
- Organizational Position
Titles

nformation Profile

Add/Update Position Info

Stackhouse,Tracey F Library of Congress

Worklist

Enter any information you have and click Search. Leave fields blank for a list of all values

{ Find an Existing Value {_Add a New Value

[ Transit Subsidy

[ EmpowHR Setup Tables
(HD)

[ EmpowHR User Security
(HD)

[ SetUp HRMS

[- Enterprise Components

[ Worklist

[ Application Diagnostics

[> Tree Manager

[> Reporting Tools

[> PeopleTools

— Applicant Home

— Chanage My Password
L W0y Dorcnnalizatinn

[Tlinclude History Correct History [| Case Sensitive

Search Clear | gasic Search Save Search Criteria  Delete Saved Search

Find an Existing Value | Add a Mew Value

- Classification Standards
USE se Saved Search: h
- Vacant Positions
~ Occupational Series USF Position Number: begins with |
ition Titles USE
— Organizational Posn Titles SetiD: begins with + LOC &}
USF l' - — I

- LC Classification Statuses ob Code: begins with ~ Q
[+ Payroll Documents Description: pegins with -
[ HR Reports
[> Recruiting Sub-Agency: begins with + &}
[> Payroll Processing " - .
> Training Administration |Personnel Office ID: begins with Q |
[ Manage Performance Salary Grade: begins with -
[ Mon-Employee Processing
> Time and Labor NFC IP #: begins with + Q
[> Morth American Payroll E i ; o
> Global Payroll Master Record Number (NFC):. begins with s}
[+ Payroll Interface Position Status: = - -
[ Workforce Development - -
[> Organizational Development Department: begine with ~ Q
P Enterprlse LETTT Reports To Position Number:  begins with ~
[ Pension
[ Labor Relations Occupational Series: begins with + Q

MultiChannel Console

Add {o Favorites

Mew Window | Help | /5,

Action

Click the green book icon for additional information on searching.

Use Saved Mot Available MNew Allows the user to search on a

Search previously saved search.

Master Recard Mot Available MNew MNew Search field includes a

Mumber (MFC) search prompt button to help in

searches.

Job Code . Mot Availahle Mews search These fields have search prampt
prompts buttans in 8.0

Persannel Office. Mot Availahle Mews search These fields have search prampt

D prampts buttans in 9.0

NFC IP# . Mot Available MNew search These fields have search prompt
prompts buttans in 8.0

Department . Mot Availahle Mews search These fields have search prampt
prompts buttans in 8.0
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Sign out

= Position Management - New Window | Help

1> Fair Act Inventory l B
— Mass OIP Update .
— Oraanizational Position Add/Update Positien Info

Titles Enter any information you have and click Search. Leave fields blank for a list of all values
- Job Codes
— [ Find an Existing Value {_Add a New Value
— Dffice Information Profile
- Classification Standards

USE Use Saved Search: h

- Vacant Positions

— Occupational Series USF Position Number: begins with - |

— Dfficial Position Titles USE

— Organizational Posn Titles SetlD: begins with + LOC &}

UsF . ——

- LC Classification Statuses Job Code: begins with - &
[ Payroll Documents Description: begins with
[ HR Reports
[> Recruiting Sub-Agency: begins with + &}
[> Payroll Processing . - .
> Training Administration Personnel Office ID: begins with Q
[ Manage Performance Salary Grade: begins with -
[ Mon-Employee Processing
[> Time and Labor NFCIP #: begins with Q
[> Morth American Payroll E X - T
> Global Payroll Master Record Number (NFC):. begins with s}
[> Payroll Interface Position Status: = - M
[ Workforce Development - -
[> Organizational Development Department: begine with ~ Q
P Enterprlse LETTT Reports To Position Number: begins with ~
[ Pension
[ Labor Relations Occupational Series: begins with + Q
[ Transit Subsidy
- EmpowHR Setup Tables [Clinclude History Correct History ["] Case Sensitive

(HD)
P (E'TDDJOWHR LOETEEEIY Search | Clear | Basic Search Bl Save Search Criteria  Delete Saved Search
[ SetUp HRMS
I Enterprise Components Find an Existing Value | Add a Mew Value
[ Worklist

[ Application Diagnostics
[> Tree Manager

[> Reporting Tools —
[> PeopleTools

— Applicant Home

— Chanage My Password
L Wy Dorcnnalizatinn

Step Action

4, Enter the desired information into the Position Number field. Enter a valid
value e.g. "90141692".
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Sign out

= Position Management - New Window | Help
1> Fair Act Inventory l B
— Mass OIP Update .

— Oraanizational Position Add/Update Positien Info
Titles Enter any information you have and click Search. Leave fields blank for a list of all values
Job Codes
Position Information — [ Find an Existing Value {_Add a New Value
— Dffice Information Profile
- Classification Standards

USE Use Saved Search: h

- Vacant Positions

— Occupational Series USF Position Number: begins with + 90141692

— Dfficial Position Titles USE

— Organizational Posn Titles SetlD: begins with + LOC &}

UsF . ——

- LC Classification Statuses Job Code: begins with - &
[ Payroll Documents Description: begins with
[ HR Reports
[> Recruiting Sub-Agency: begins with + &}
[> Payroll Processing . - .
> Training Administration Personnel Office ID: begins with Q
[ Manage Performance Salary Grade: begins with -
[ Mon-Employee Processing
[> Time and Labor NFCIP #: begins with Q
[> Morth American Payroll E X - T
> Global Payroll Master Record Number (NFC):. begins with s}
[+ Payroll Interface Position Status: = - -
[ Workforce Development - -
[> Organizational Development Department: begine with ~ Q
P Enterprlse LETTT Reports To Position Number: begins with ~
[ Pension
[ Labor Relations Occupational Series: begins with + Q
[ Transit Subsidy
- EmpowHR Setup Tables [Clinclude History Correct History ["] Case Sensitive

(HD)
P (E'TDDJOWHR LOETEEEIY Search | Clear | Basic Search Bl Save Search Criteria  Delete Saved Search
[ SetUp HRMS
I Enterprise Components Find an Existing Value | Add a Mew Value
[ Worklist

[ Application Diagnostics
[> Tree Manager

[> Reporting Tools —
[> PeopleTools

— Applicant Home

— Change Wy Password

Wy B lizatinn

Step Action
5. Click the Search button.
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= Position Management
[> Fair Act Inventory
— Mass OIP Update
— Organizational Position
Titles
— Job Codes
— Office Information Profile
— Classification Standards
USF
— Vacant Positions
— Occupational Series USE
— Official Position Titles USF
— Organizational Posn Titles
USF
— LC Classification Statuses
[ Payroll Documents
[ HR Repons
[» Recruiting
[> Payroll Processing
[> Training Administration
[ Manage Performance
[» Non-Employee Processing
[> Time and Labor
[> North American Payroll
[> Global Payroll
[+ Payroll Interface
[> Workforce Development
[» Organizational Development
[ Enterprise Learning
I» Pension
[> Labor Relations
[» Transit Subsidy
[ EmpowHR Setup Tables
(HD}
[ EmpowHR User Security
(HD}
[ Set Up HRMS
|> Enterprise Components
[ Worklist
I> Application Diagnostics
[ Tree Manager
|» Reporting Tools
[- PeopleTools
— Applicant Home
— Change My Password

EYINE

m

of Congress

| Console

Sign out

New Window | Help | Customize Page |

{ Description Y Specific Information " Budgstand Incumbents | NFC Fields and Tracking Data

Position Information

Position Number: 90141692 THE LIBRARIAN OF CONGRESS NEC Posn Nbr 00000001

Headcount Status: Current Head Count: 0 outof 0

*Eff Date: *Status: Active Trx Status: Data Load
*Reason: UFD Updated Action Date:  10/08/1999 Agency Type: LOC |
*Position Status: | APProved Status Date: Key Position

Job Information

Business Unit:  LOC Library of Congress Master Record # 007001

Job Code: THE LIBRARIAN OF CONGRESS Supervisory

Status:

Official Title THE LIBRARIAN OF CONGRESS *Reg/Temp: Reqgular

*Regular Shift: MIA

Title: THE LIBRAR OF CO Short Title: THE LIBRAR Position Remarks bl |

Detailed Position Description

Work Location

*Reqg Region: LISA United States Agency: LC Library of Congress

Department: 920724 OFFICE OF THE LIBRARIAN Org Stru  1000000000000000 Departmental Hierarchy
Location: WASHINGTON, DC

Reports To: 90141692 THE LIBRARIAM OF CONGRESS James Billington

Reporting Data:  AE1000000000000000FY: 2000

=a

Standard Hours: 40.0

Salary Admin Plan: D00 Grade: IZ_

Pay Plan:

T 3

Step

Action

Click the scrollbar.
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Sign out
= Position Management - TR T mmrmmmmmmmmmmemmmmm e »
[ Fair Act Inventory
— Mass OIP Update
- Organizational Position
Titles
Job Codes Pay Plan: E Salary Admin Plan: I 0 Grade: I',’
Position Information — Standard Hours: 40.00
— Dffice Information Profile
- Classification Standards - US Federal
UsF
— Vacant Positions Occupational Series: 0001 GAOSES
— Dccupational Series USF
- Official Position Titles USE Par ical Title:
— Drganizational Posn Titles
USF Organization Posn Title Cd:  |98588 ARIAN OF CONGRESS
— LC Classification Statuses r
[ Payroll Documents Position Occupied: Excepted PAR Nbr: |
[ HR Reports - . - . " . N
> Recruiting Competitive Area: Competitive Level: I Justification Function Code
bl [Fres e Date Position Established:  [08/04/1938 Reason Code
[> Training Administration B
I Manage Performance Position Audited By: Not To Exceed Date: I
[ Mon-Employee Processing
[> Time and Labor Position Audit Date:
[> Morth American Payroll E Bargaining Unit: 2200
[> Global Payroll g g o Target Grade: I
[+ Payroll Interface Work Schedule: Full Time E t
[ Workforce Development FLSA Status 2l
[> Organizational Development Fund Source: Appropriated Funds - I Agency Fund Source: 010001 S, I
[+ Enterprise Learning
[ Pension Obligated To 1D: Q
[> Labor Relations o e
[> Transit Subsidy Obligation Expiration: = =
[ EmpowHR Setup Tables - .
o Position Location: Headquarters Interdis Assign Code/Series [ Series
[ (E'TD;:;OWHR User Security Personnel Office 1D: 103 Library of Congress Customs Officer Pay Reform ACT
[ SetUp HRMS Sub-Agency: AE Library of Congress
[- Enterprise Components
[ Worklist
[> Application Diagnostics & save | L\Return to Search | Previous ta | Mext tab E¥Add Update/Display | J2] Inclu|
[> Tree Manager
[> Reporting Tools —! Description | Specific Information | Budget and Incumbents | NFC Fields and Tracking Data
[ PeopleTools
— Applicant Home |
— Change Wy Password
| 1v Dareonalizatinn ad i’ L

Step Action

7. Click the green book icon for additional information on the Description
page.

Pay Table Salary Plan Pay Table Page section renamed in 9.0. Fields
Section . Information remain the same in this section.

US Federal Section

PAR Number Mot Available MNew This field is used by DHS and is
available to all agencies in 9.0. This
field is located next to the Position

Occupied field.
Agency Fund Mot Available MNew This field is used by LOC and is
Source available to all agencies in9.0. This
field is located next to the Fund
Source field.
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I Position Management - .
[ Fair Act Inventory
— Mass OIP Update
- Organizational Position

Titles
— Job Codes Pay Plan: EX Salary Admin Plan:

T | stnoara Hours:

— Dffice Information Profile

Grade:

— Classification Standards v E= s Federal
UsF
— Vacant Positions Occupational Series: 0001 GAOSES
— Dccupational Series USF
- Official Position Titles USE Pparenthetical Title:
— Drganizational Posn Titles
USF Organization Posn Title Cd:  |9885 |THE LIBRARIAN OF CONGRESS |
— LC Classification Statuses r
> Payroll Documents Position Occupied: [Excepted - PAR NDr: ]
[ HR Reports - - "
b Recru?t!):g Competitive Area: Ij Competitive Level: Justification Function Code
b Payroll Processing Date Position Established: |0 Reason Code
[> Training Administration Mot To E 4 Date: I— |
E :anaEge F"erforn":l.ance _ Position Audited By: I:I of 1o Exeeed Bate:
on-Employee Processing
[> Time and Labor Position Audit Date:
[> Morth American Payroll = Bargaining Unit:
[> Global Payroll | Target Grade: I
[> Payroll Interface Work Schedule: Full Time -
[ Workforce Development FLSA Status 2l
[> Organizational Development Fund Source: Appropriated Funds - Agency Fund Source: 010001 S,
[+ Enterprise Learning JE—
[ Pension Obligated To 1D: Q
[> Labor Relations o e —
> Transit Subsidy Obligation Expiration: = B
[- EmpowHR Setup Tables - i -
{HD) Position Location: | SEEITIEIEE Interdis Assign Code/Series I Series
[ (EI—?E?]WHR User Security Personnel Office 1D: Library of Congress Customs Officer Pay Reform ACT
[ SetUp HRMS Sub-Agency: AE Library of Congress
[- Enterprise Components
[ Worklist
[> Application Diagnostics & save | L\Return to Search | Frevious tat | Mext tab E¥ Add Update/Display | J2] Inclu|
[> Tree Manager
[> Reporting Tools —! Description | Specific Information | Budget and Incumbents | NFC Fields and Tracking Data
[ PeopleTools
— Applicant Home L |
— Change WMy Password
T lizatinn ad i’ ]

Step Action

8. Click the Specific Information link.

Specific Information
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Sign out

- Position Management "

[ Fair Act Inventory

— Mass OIP Update

- Organizational Position
Titles -
Job Codes Position Number: 90141692 THE LIBRARIAM OF CONGRESS

Position Information —  Headcount Status: Current Head Count: 0 outof 0

— Dffice Information Profile

Mew Window | Help | Customize Page | B

Description { Specific Information \( Budget and Incumbents Y MFC Fields and Tracking Data \I

- Classification Standards Specific Information
USF .
- Vacant Positions Effective Date: 10/01/1999 Status: Active NFC Posn Nbr: 00000001
— Dccupational Series USF
— Dfficial Position Titles USE
— Drganizational Posn Titles Job Profile ID
USF Max Head Count: 1 Update Incumbents
— LC Classification Statuses . Include Salary PlaniGrade
I Payroll Documents Mail Drop ID:
E EeRcielt?:;S Work Phone: Budgeted Position
[ Payroll Processing Health Certificate: Confidential Position
[ Training Administration ) . Job Sharing Permitted
[> Manage Performance Signature Authority:
[> Non-Employee Processing
[> Time and Labor Position Pool ID:
[> Narth American Payrall E ;
I+ Global Payroll *Pre-Encumbrance Indicator: ||Mmediate Calc Group (Flex Service):
[ Payroll Interface ;
y *Encumber Salary Option: Salary Step Academic Rank:

[ Workforce Development

[> Organizational Development
[+ Enterprise Learning

[ Pension *C) 3 i . Classified FTE:
[> Labor Relations

[ Transit Subsidy

[ EmpowHR Setup Tables

Encumber Salary Amount:

Adds to FTE Actual Count

» E= s rederal

(HD)
i (E'TD‘;OWHR User Securlty & save | {24 Return to Search Frevious tab Next tab Es Add Update/Display | 42 Include History | [EF Correct
E Eﬁi;grgz{%ﬁmponenb Description | Specific Information | Budget and Incumbents | NFC Fields and Tracking Data
[ Worklist

[- Application Diagnostics
[> Tree Manager

[> Reporting Tools —
[ PeopleTools

— Applicant Home

— Change My Passward
L 10y Dorcnnalizatinn

Step Action

9. Click the Expanded section button.
=]
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Sign out

I Position Management -
[ Fair Act Inventory
— Mass OIP Update
- Organizational Position

Mew Window | Help | Customize Page | B

Description { Specific Information \( Budget and Incumbents Y MFC Fields and Tracking Data \I

Titles -
— Job Codes Position Number: 90141692 THE LIBRARIAM OF CONGRESS
— Headcount Status: CurrentHead Count: 0 outof 0
— Office Information Profile - -
- Classification Standards Specific Information
USF .
_ Vacant Positions Effective Date: 10/01/1999 Status: Active NFC Posn Nbr: 00000001
— Dccupational Series USF
— Dfficial Position Titles USE
— Drganizational Posn Titles Job Profile ID
USF Max Head Count: Update Incumbents
— LC Classification Statuses . Include Salary PlaniGrade
[> Payroll Documents Mail Drop 1D:
E geRCien?ﬁgs Work Phone: Budgeted Position
[- Payroll Processing Health Certificate: Confidential Position =
[» Training Administration Job Sharing Permitted

[> Manage Performance Signature Authority:

[> Non-Employee Processing

[> Time and Labor Position Pool ID:
[> North American Payroll = ) |mmediate )
I+ Global Payroll *Pre-Encumbrance Indicator: |'MMediate Calc Group (Flex Service):

[> Payroll Interface

[ Workforce Development

[> Organizational Development
[+ Enterprise Learning

E Eegsiog it *Classified Indicator: Classified FTE: Adds to FTE Actual Count
abor Relations

*Encumber Salary Option: Salary Step Academic Rank:

Encumber Salary Amount:

[+ Transit Subsidy -
[ EmpowHR Setup Tables £ usrederal
(HD) tivi . Special Sensitive
[ EmpowHR User Security Sensitivity Code: s Seasonal
(HD) Computer Sensitivity | NonComputer-ADP Intelligence Position
> Set Up HRMS — N N
[ Enterprise Components Security Clearance | Top Secret Mobility Position A
> Worklist I LEO/Fire Position: Mot Applicable I Procurement Integ Posn
[ Application Diagnostics
[> Tree Manager Language Required: Presidential Appt Pasn
bR T Training Program: Emergency Response Official

I PeopleTools

— Applicant Home N .
— Change Wy Password StaffiLine Position:  |L Drug Test (Applicable) | Not Applicable
|— Wy Do nalizatinn.

Step Action

10. Click the green book icon for changes and additions to the Specific
Information page.

@ Field 88 9.0 Impact

Incumbents section:

Update Incumbent Mot NN Select check hox if the incumbent's
Available job data should be updated.

US Federal section

LEC/Fire Positian @ | LEQ LEC/Fire Field name changed.
Indicator Position
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- Position Management
[ Fair Act Inventory
— Mass OIP Update
- Organizational Position
Titles
Job Codes
— Dffice Information Profile
- Classification Standards
USF
- Vacant Positions
— Dccupational Series USF
— Dfficial Position Titles USE
— Drganizational Posn Titles
USE
— LC Classification Statuses
[> Payroll Documents
[ HR Reports
[> Recruiting
[> Payroll Processing
[> Training Administration
[> Manage Performance
[ Mon-Employee Processing
[> Time and Labor
[> Morth American Payroll
[> Global Payrall
[> Payroll Interface
[ Workforce Development
[> Organizational Development
[+ Enterprise Learning
[ Pension
[> Labor Relations
[ Transit Subsidy
[ EmpowHR Setup Tables
(HD)
[ EmpowHR User Security
(HD)
[ SetUp HRMS
[- Enterprise Components
[+ Worklist
[- Application Diagnostics
[> Tree Manager
[> Reporting Tools
[ PeopleTools
— Applicant Home
— Change Wy Password

L v Borennalizatinn

Effective Date:

10/01/1999

racey F Library of Congress

Status:

Active

NFC Posn Nbr: 00000001

Job Profile ID

Max Head Count: 1
Mail Drop 10:

Work Phone:

Health Certificate:

Signature Authority:

Position Pool ID:
*Pre-Encumbrance Indicator: ||Mmediate

*Encumber Salary Option: Salary Step

Encumber Salary Amount:

Update Incumbents
Include Salary Plan/Grade

Budgeted Position
Confidential Position
Job Sharing Permitted

Calc Group (Flex Service):

Academic Rank:

*Classified Indicator: Classified FTE: Adds to FTE Actual Count
* B ys rederal

Sensitivity Code: Special Sensitive Seasonal

Computer Sensitivity | NonComputer-ADP Intelligence Position

Security Clearance | Top Secret Mobility Position

LEO/Fire Position: MNat Applicable
Language Required:
Training Program:

StaffiLine Position: L

& save | L4 Return to Search Previous tab Next taty |

Drug Test (Applicable)

Procurement Integ Posn
Presidential Appt Posn
Emergency Response Official

Mot Applicable

E+Add| Updatemisplayl J2 Include History | [EF Correct

Description | Specific Information | Budget and Incumbents | NFC Fields and Tracking Data

Sign out

m

Step

Action

11.

Click the Budget and Incumbents link.
Budget and Inc:umbent5|
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Worklist [ _MultiChannel Console | Add fo Favorites | Sign out

I Position Management -

[ Fair Act Inventory

— Mass OIP Update

- Organizational Position
Titles -

_ Job Codes Position Number: 90141692 THE LIBRARIAM OF CONGRESS

— Headcount Status: CurrentHead Count: 0 outof 0

— Dffice Information Profile
- Classification Standards

Mew Window | Help | Customize Page | B

| Description | Specific Information | Budget and Incumbents %{_NFC Fields and Tracking Data ',

USF . "
- YVacant Positions Eamings Deductions Tax CanTax Total
— Dccupational Series USE 0.000 0.000 0.000 0.000 0.00

— Dfficial Position Titles USE
— Drganizational Posn Titles
USE
— LC Classification Statuses
[> Payroll Documents

(Current Incumbents Customize | Find | i First [«] 10f1 [+ Last

I HR Reports EmpliD Emol - Name Federal Job Data

[» Recruiting e

I Payroll Processing 0¥7517 0 James Billington Federal Job Data

[> Training Administration

I Manage Performance Bl save | [\Return to Search Previous tab Mext tab Es Add Update/Display | J& Include History | & Co H

[ Mon-Employee Processing

[> Time and Labor

[> Morth American Payroll

[> Global Payroll

[> Payroll Interface

- Workforce Development

[> Organizational Development

[+ Enterprise Learning

[ Pension

[> Labor Relations

[ Transit Subsidy

[ EmpowHR Setup Tables
(HD)

[ EmpowHR User Security
(HD)

[ SetUp HRMS

[- Enterprise Components

[ Worklist

[- Application Diagnostics

[> Tree Manager

[> Reporting Tools —

[ PeopleTools

— Applicant Home

— Change My Passward
L Wy Dorcnnalizatinn

_ | Desoription | Specific Information | Budget and Incumbents | NEC Fields and Tracking Data

Step Action

12. There were no changes on this page.

Click the NFC Fields and Tracking Data link.
MNFC Fields and Tracking Data|
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racey F Library of Congress

Sign out

7 Position Management i New Windaw | Help | Customize Page | B

> Fair Act Inventory

— Mass OIP Update

- Organizational Position
Titles -
Job Codes Position Number: 90141692 THE LIBRARIAN OF CONGRESS

Position Information = Headcount Status: Current Head Count: 0 out of V]

— Dffice Information Profile
- Classification Standards

[ Description_j” Specific Information }” Budget and Incumbents §” NFC Fields and Tracking Data '_

USF .
_ Vacant Positions Effective Date: 10/01/1999 Status: Active NFC Posn Nbr: 00000001 =

— Dccupational Series USF

— Dfficial Position Titles USE Fi - Classification
- Organizational Posn Titles Mot Reqguired ’ NUA for this field
USF Disclosure: Review:

— LC Classification Statuses Position Classification [ e
[> Payroll Documents Schedule: Action:
[ HR Reports Request Received Date: Project Duty I_ Accounting
g ﬁzfggl'fgrgmismg Indicator: Station Code:

Classification Std Applied Date:

[ Training Administration oo 0412411989 yacancy
[> Manage Performance Review:
I> Non-Employee Processing . l— Grade Basis:
[> Time and Labor Agency Use:

[> Morth American Payroll

[> Global Payroll

[> Payroll Interface

[ Workforce Development

[> Organizational Development

i i 4 LEADS Position Converted from (00000001) to
[> Ent L
i F'::sril::r{fe earning 1 09/23/2004 1:50PM LOAD UPD A (30141692) and loaded into ICAMS

> Labor Relations |

[ Transit Subsidy

[ EmpowHR Setup Tables
(HD)

[ EmpowHR User Security
(HD)

[ SetUp HRMS

[- Enterprise Components

[ Worklist

[~ Application Diagnostics B save | [SLReturn to Search Previous tab ie:

[> Tree Manager

[> Reporting Tools — Description | Specific Information | Budget and Incumbents | NFC Fields and Tracking Data

[ PeopleTools

— Applicant Home

— Change My Passward
L Wy Dorcnnalizatinn

m

DateTime Stamp User D Reason Status Description

EvAdd | JF UpdateDisplay | & Include History | [E7 Correct Histon

Step Action

13. There were no changes on this page.

14, This completes Position Information.
End of Procedure.
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This section demonstrates the functionality of the new Vacant Position page.

Kelley Kevin S Dept of Agriculture

Worklist

MultiChannel Console | Add to Favorites | _Sign out

Menu [~
Search:

[ My Favorites

[ Employee Self Semwvice

[» Manager Self Senvice

[ PAR Processing

[» Position Management

[> Payroll Documents

[ HR Reports

[ Recruiting

[> Payroll Processing

[> Training Administration

[> Manage Performance

[» Non-Employee Processing
[> Stock

[> Time and Labor

I> North American Payroll

[ Global Payroll

[» Payroll Interface

[ Workforce Development

I» Organizational Development
[ Enterprise Learning

I» Pension

[» Labor Relations

[> Transit Subsidy

[» EmpowHR Setup Tables (HD)
[ EmpowHR User Security (HD)
[: Campus Community

[> Student Recruiting

[» Student Admissions

[> Records and Enrollment

[» Curriculum Management
[» Financial Aid

[> Student Financials

[» Academic Advisement

[> Contributor Relations

[ Set Up HRMS

[> SetUp SACR

[ Enterprise Components

[> Worklist

[ Application Diagnostics

I> Tree Manager

[ Reporting Tools

I» PeopleTools =

m

Step Action
1. Click the Position Management link.

[ Position Management]

I EEE—————————————————
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na
[> Fair Act Inventory
— Mass OIP Update

— Organizational Position
Titles

—Job Codes

— Paosition Information

— Office Information Profile

— Classification Standards
USE

— Vacant Positions

— Oceupational Series USE

— Official Position Titles USF

— Organizational Posn Titles
USF

I> Payroll Documents

[ HR Reports

[> Recruiting

[ Payroll Processing

[> Training Administration

[ Manage Performance

[ Mon-Employee Processing

[ Stock

[> Time and Labor

[» North American Payroll

[ Global Payroll

[> Payroll Interface

[ Workforce Development

[> Organizational Development

[ Enterprise Learning

I> Pension

[ Labor Relations

[> Transit Subsidy

[ EmpowHR Setup Tables
(HD)

[ EmpowHR User Security
(HD)

[» Campus Community

[> Student Recruiting

[» Student Admissions

[ Records and Enrollment

[> Curriculum Management

[> Financial Aid

[» Student Financials

[ Academic Advisernent

P nmtrinnbar Dalainn e

— LC Classification Statuses

Kelley Kevi

S Dept of Agriculture

‘

ﬁ Position Management

Position Management

Mass OIP Update

=] Position Information

Identifies position description, work location,
job information, and budget and incumbent
information

E" Vacant Positions
acant Posttions

m

Eﬁ“ Organizational Posn Titles USF
ldentifies organization position title and
description

E" Organizational Position Titles
Organizational Position Titles

Office Information Profile
Office Information Profile

Occupational Series USF
Identifies eccupatienal series description

EE“ LC Classification Statuses
LC Classification Statuses

Edit "Position Management” Folder

E" Job Codes

Defines job code profile, evaluation criteria,
default compensation, and non-base
compensation details for job

= Classification Standards USF
Identifies classification standards, factors,
levels, and grade conversions

E" Official Position Titles USF
Identifies official position title and description

ﬁ Eair Act Inventory

Fair Act Inventory
= Function Code Setup
= Function/Reason Code Setup
=] Competitive Level Setup

Step

Action

2. Click the Vacant Positions link.
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= Position Management

[> Fair Act Inventory

— Mass OIP Update

— Organizational Position
Titles

—Job Codes

— Paosition Information

— Office Information Profile

— Classification Standards
USF

— Occupational Series USE

— Official Position Titles USF

— Organizational Posn Titles
USF

[ Payroll Documents

[ HR Repons

[» Recruiting

I> Payroll Processing

[> Training Administration

[ Manage Performance

[» Mon-Employee Processing

[ Stock

[> Time and Labor

[> Marth American Payroll

[ Global Payroll

[> Payroll Interface

[» Workforce Development

[> Organizational Development

[» Enterprise Leamning

[ Pension

[» Labor Relations

[ Transit Subsidy

[ EmpowHR Setup Tables
(HD)

[ EmpowHR User Security
(HD)

[ Campus Community

[ Student Recruiting

I> Student Admissions

[ Records and Enrollment

[> Curriculum Management

[» Financial Aid

[> Student Financials

[» Academic Advisement

— LC Classification Statuses

m

Vacant Positions

Enter any information you have and click Search. Leave fields blank for a list of all values

{ Find an Existing Value

S Dept of Agriculture

New Window | Help |

SetiD: =~ conmn @
Department:  begins with - (&}
Description: begins with -

Agency: begins with -

Location SetlD: begins with - Q
Location Code: begins with - o}
[[] case sensitive

Search | Clear | pasic Search [E Save Search Criteria

Step Action

3. Click the Look up SetlID (Alt+5) button.
[&]
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D

= Position Management

[> Fair Act Inventory

— Mass OIP Update

— Organizational Position
Titles

—Job Codes

— Paosition Information

— Office Information Profile

— Classification Standards
USF

— Occupational Series USE
— Official Position Titles USF
— Organizational Posn Titles
USF

— LC Classification Statuses

[ Payroll Documents

[ HR Repons

[» Recruiting

I> Payroll Processing

[> Training Administration

[ Manage Performance

[» Mon-Employee Processing

[ Stock

[> Time and Labor

[> North American Payroll

[ Global Payroll

[> Payroll Interface

[» Workforce Development

[> Organizational Development

[» Enterprise Leamning

[ Pension

[» Labor Relations

[ Transit Subsidy

[ EmpowHR Setup Tables
(HD)

[ EmpowHR User Security
(HD)

[ Campus Community

[ Student Recruiting

I> Student Admissions

[ Records and Enrollment

[> Curriculum Management

Kelley Kevi

Look Up SetlD

SetiD: begins with -
Description: begins with ~

LookUpl Clear | Cancel |Eas\c|_ggkup

Search Results
1-20 of 20

Description
BEL Belgium

BWH Biweekly Hourly

BWS Biweekly Salary

CHNCS  Corp for National & Comm Servc
COMMN  Common SETID for USDA

m

ES Senior Executive Schedule
EX Executive Schedule

EEDPS Federal PS Business Unit
GAQ Goverment Accountability Off.
GM GM (Formely PMRE

GS General Schedule

LocC Library of Congress

LT1 TEL Biweekly Hourly Union

LT2 TE&L Biweekly Salary Won Union
LT3 T&L Semimonthly Salaried

4 Mo4 US Manufacturing

MEG Manufacturing Project Cost Div
MHS Manthly Salary

MODEL Model Business Rules

NFC Mational Finance Center
NPY Mo Payrolls to be Run

EN Pension Administration Group
LS Test

T |2

o

S Dept of Agriculture

Vorklist | _BultiChannel Consol

New Window | Help |

Sign out

-

m

I* Financial Aid BY1l Payroll Interface Paygroup
> Student Financials sL Senirlevel
I> Academic Advisement il 8T Scientific Positions i
o - PRTE - v T4 MNORLEYECTITIVES
Step Action

4, Click the LOC link.

ILOC Library of Congress
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S Dept of Agriculture

= Position Management -
[> Fair Act Inventory
— Mass OIP Update .
— Organizational Position Vacant Positions

Titles Enter any information you have and click Search. Leave fields blank for a list of all values
—Job Codes —

— Position Information (" Find an Existing Value

New Window | Help |

— Office Information Profile
— Classification Standards -
USF SetlD: = - LoC Q,

Department:  begins with - (&}

— Occupational Series USE
— Official Position Titles USF Description: begins with -
— Organizational Posn Titles

USF Agency: begins with ~
— LC Classification Statuses Location SetiD: begins with = a,
[ Payroll Documents
[ HR Repons Location Code: begins with - o}
[» Recruiting

I> Payroll Processing [CIcase sensitive

[> Training Administration

1> Manage Performance Search | Clear | Basic Search [E) Save Search Criteria

[» Mon-Employee Processing

[ Stock

[> Time and Labor

[> Marth American Payroll

[ Global Payroll

[> Payroll Interface

[» Workforce Development

[> Organizational Development

[» Enterprise Leamning

[ Pension

[» Labor Relations

[ Transit Subsidy

[ EmpowHR Setup Tables
(HD)

[ EmpowHR User Security
(HD)

[ Campus Community

[ Student Recruiting

I> Student Admissions

[ Records and Enrollment

[> Curriculum Management

[» Financial Aid

[> Student Financials

[» Academic Advisement -

m

Step Action

5. Click the Search button.
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Kelley Kevi S Dept of Agriculture

D

VWorklist | _MultiChannel Consol Sign out
= Position Management - New Window | Help | A

[> Fair Act Inventory
— Mass OIP Update .
— Organizational Position Vacant Positions

Titles Enter any information you have and click Search. Leave fields blank for a list of all values
—Job Codes —
— Position Information { Find an Existing Value ',
— Office Information Profile
— Classification Standards

USF SetlD: = - LoC o}

Department:  begins with (&}

m

— Occupational Series USE
— Official Position Titles USF Description: begins with -

— Qrganizational Posn Titles

USF Agency: begins with ~
— LC Classification Statuses Location SetiD: begins with = a,
[ Payroll Documents
[ HR Repons Location Code: begins with - o}
[» Recruiting

I> Payroll Processing [CIcase sensitive

[> Training Administration

m

1> Manage Performance Search | Clear | pasic Search [E Save Search Criteria
[» Mon-Employee Processing

[ Stock

I Time and Labaor Search Results

[> North American Payroll
[ Global Payroll

[> Payroll Interface

[ Workforce Development Department Description

Only the first 300 results can be displayed. Enter more information above and search again to reduce the number of search results
View All 1-100 of 200 [p] Last

> Organizational Development | | LOC 920724  OFFICE OF THE LIBRARIAN Lc Loc 110010001

> Enterprise Leaming LOC 920726  CONGRESSIONAL RELATIONS OFFICE LC  (plank) (blank)

I Pension LOC 920727  QFFICE OF INSPECTOR GENERAL LC  (blank) (blank)

'; I??::sr\?seﬁg;f LOC 920728  OFFICE OF GENERAL COUNSEL LC  (blank) (blank)

b B E R e T e LOC 920729  LITIGATION TEAM LC  (blank) (blank)
{HD) LOC 920730  ADMINISTRATIVE SERVICES TEAM LC  (blank) (blank)

> EmpowHR User Securfty LOC 920732  FINANCIAL LAW SECTION LC  (blank) (blank)
(HD) LOC 920733  GENERAL LAW SECTION LC  (blank) (blank)

I Campus Community LOC 920734  LIBRARY INTELLECTUAL PROPERTY  LC  (blank) (blank)

- Student Recruiting LOC 920735  DEVELOPMENT OFFICE LC  (blank) (blank)

1> Student Admissions LOC 920736  SPECIAL EVENTS/PUBLIC PROGRAMS LC  (blank) (blank)

i gif{?gfmfr:‘;:::;';m’:t LOC 920737  OFFICE OF COMMUNICATIONS LC  (blank) (blank)

ey LOC 920738  PUBLIC AFFAIRS OFFICE LC  (olank) (Blank)

b Student Finandials LOC 920739  OFFICE OF CHIEF OPERATINGOFFI LG LOC 110010001

Lc

[> Academic Advisement -~ LOC 920741 OFFICE OF WORKFORCE DIVERSITY

LoC 110010001

Step Action
6. Click the OFFICE OF THE LIBRARIAN link.

53|Page



EwrowHR

SOLUTIONS
FRIE TR TU PATIRS

Training Guide

3D

= Position Management

[> Fair Act Inventory

— Mass OIP Update

— Organizational Position
Titles

—Job Codes

— Paosition Information

— Office Information Profile

— Classification Standards
USFE

— Occupational Series USE

— Official Position Titles USF

— Organizational Posn Titles
USF

[ Payroll Documents

[ HR Repons

[» Recruiting

I> Payroll Processing

[> Training Administration

[ Manage Performance

[» Mon-Employee Processing

[ Stock

[> Time and Labor

[> North American Payroll

[ Global Payroll

[> Payroll Interface

[» Workforce Development

[> Organizational Development

[» Enterprise Leamning

[ Pension

[» Labor Relations

[ Transit Subsidy

[ EmpowHR Setup Tables
(HD)

[ EmpowHR User Security
(HD)

[ Campus Community

[ Student Recruiting

I> Student Admissions

[ Records and Enrollment

[> Curriculum Management

[» Financial Aid

[> Student Financials

[» Academic Advisement

— LC Classification Statuses

m

Kelley,Kevin L US Dept of Agriculture

Worklist | _MultiChannel Console | _Add to Favorites | _Sign out

New Window | Help | Customize Page |

{ Vacant Positions i

SetlD:

Loc Department: 920724 OFFICE OF THE LIBRARIAN Total Vacant Positions:

21

First 4] 1150r210 O

Customize | Find | !

Position Information ' Job Information | Work Location

Position - Position Max Head .
heports To Fund Lode rulliFart limeé hkequlariemporary
Number Description Status Reports To Fund Code Count FulllPart Time ReqularTemporal
90144809 Approved 90141692 010001 1 Full-Time Regular
90145689  CONF ASST TO THE LIBN OF CONG Approved 90141692 010001 1 Full-Time Regular
90145954 Approved 90141692 010001 1 Full-Time Regular
LEADERSHIP DEVELOPMEMNT X
90146441 SPECIALIST Approved 90141692 010001 1 Full-Time Regular
LEADERSHIP DEVELOPMEMNT "
90146442 SPECIALIST Approved 90141692 010001 1 Full-Time Regular
LEADERSHIP DEVELOPMEMNT X
90146444 SPECIALIST Approved 90141692 010001 1 Full-Time Regular
LEADERSHIP DEVELOPMENT
90146446 SPECIALIST Approved 90141692 010001 1 Full-Time Regular
LEADERSHIP DEVELOPMEMNT
90146449 SPECIALIST Approved 90141692 010001 1 Full-Time Regular
90147226  WEB GRAPHIC DESIGN Approved 90141692 010895 1 Full-Time Regular
90147449  LEADERSHIP DEVELOPMENT Approved 90141682 010005 1 Full-Time Regular
SPECIAL
90147455 Approved 90141692 010008 1 Full-Time Tempaorary
90147574 COMPUTER SPECIALIST Approved 90141692 010153 1 Full-Time Regular
90147824  WEB GRAPHIC DESIGM Approved 90141692 010001 1 Full-Time Regular
90343333 Paralegal Specialist Approved 90312756 1 Full-Time Regular
90343341  Paralegal Specialist Approved 90312756 1 Full-Time Regular
£\ Return to Search | +[E] Previous in List | +E] Nextin List | s Refresh
4 n 3

Step

Action

Information regarding the position displays.

Click the Job Information tab.

I” Job Information |
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Kelley,Kevin L US Dept of Agriculture

3D

Worklist | MultiChannel Console | _Add to Favorites | _Sign out
[~ Fosition Management = MNew Window | Help | Customize Page |
[> Fair Act Inventory
— Mass OIP Update T ————
— Organizational Position Vacant Positions
Titles
— Job Codes — SefiD: LOC  Department 920724 OFFICE OF THE LIBRARIAN Total Vacant Positions: 21
— Pasition Information
— Office Information Profile Eirst [4] 215 or 29 B L
_W Position Information { Job Information ' Work Location
Position Number Master Record # Short Description Supervisory Status PayPlan  Pay Table Grade
— Occupational Series USE 90144809 010690 MANAGEMENT 8 Other GS 0000 13
— Official Position Titles USF 90145689 011500 CONF ASST & Other GS 0000 14
- S[SFB”‘ZE“O”E" Posn Tilles 90145954 011796 ADMINISTRA g Other cs 0000 13
_ LC Classification Statuses 90146441 009051 LEADERSHIP & Other G3 0000 1
b EAT DrTETE 90146442 011608 LEADERSHIP 8 Other Gs 0000 13
[ HR Repons 90146444 009051 LEADERSHIP 8 Other GS 0000 1
i?:;r’;'l"gicessmg 90146446 009051 LEADERSHIP g Other cs 0000 1
> Training Administration 0 90146449 0ogos2 LEADERSHIP 8 Other GS 0000 12
[> Manage Performance 90147226 013007 COMPUTER 3 & Other GS 999C 1
I- Non-Employee Processing 90147449 009052 LEADERSHIP 8 Other Gs 0000 12
PEEES 90147455 011608 LEADERSHIP 8 Other s 0000 13
[> Time and Labor
- North American Payrall 90147574 012272 COMPUTER § 8 Other cs 999C 12
[ Global Payroll 90147824 013008 WEB GRAPHI 8 Other GS 999C 12
1> Payroll Interface 90343333 11393 Paralegal 8 Other as 0000 09
(P UETERTED PR A EL 90343341 41203 Paralegal & Other cs 0000 09
[> Organizational Development
[ Enterprise Learning
[ Pension
[ Labor Relations
[> Transit Subsidy | E\Returnto Search | +FE] Frevious in List | +[E Nextin List | % Refresh
[ EmpowHR Setup Tables
(HD)
I> EmpowHR User Security
(HD)
I> Campus Community
[ Student Recruiting
I Student Admissions
[ Records and Enrollment
I> Curriculum Management
[» Financial Aid
[> Student Financials
[» Academic Advisement -

Step Action

8. Information regarding the job displays.

Click the Work Location tab.
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Kelley,Kevin L US Dept of Agriculture

3D

Worklist | _MultiChannel Console | _Add to Favorites | _Sign out

[~ Fosition Management = Mew Window | Help | Customize Page |
[> Fair Act Inventory
— Mass OIP Update T —————
— Organizational Position Vacant Positions
Titles
— Job Codes — Seti;: LOC  Department: 920724 OFFICE OF THE LIBRARIAN Total Vacant Positions: 21
— Paosition Information
— Office Information Profile Customize | Find | V First [ 115 or 21 B
- W Position Information § Job Information Work Location
Position Number Description Location
— Occupational Series USE 90144809 Library of Congress
— Official Position Titles USF 90145689 Library of Congress
—J—S‘ragmzatlonal Posn Titles 90145954 Library of Congress
- LC Classification Statuses 90146441 Library of Cangress
[> Payroll Documents 90146442 Library of Congress
[ HR Repons 90146444 Library of Congress
i?:;r’;'l"gicessmg 90146446 Library of Congress
[> Training Administration [ 907146449 Library of Congress
[ Manage Performance 90147226 Library of Congress
[- Non-Employee Processing 90147449 Library of Congress
[ Stock f
b Time and Labor 90147455 L!brary of Congress
> North American Payroll 90147574 Library of Congress
[ Global Payroll 90147824 Library of Congress
I- Payroll Interface 90343333 Library of Congress
[» Workforce Development .
[> Organizational Development EEERAT LE C SRS
[» Enterprise Leamning
[ Pension
[» Labor Relations
[> Transit Subsidy | E\Returnto Search | +FE] Frevious in List | +[E| Nextin List | % Refresh
[ EmpowHR Setup Tables
(HD)
[ EmpowHR User Security
(HD)
[ Campus Community
[ Student Recruiting
I> Student Admissions
[ Records and Enrollment
[> Curriculum Management
[» Financial Aid
[> Student Financials
[» Academic Advisement -

Step Action

9. Location information displays.

10. This completes Vacant Positions.
End of Procedure.
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This section demonstrates the new LC Classifications component.

Stackhouse,Tracey F Library of Congress

pon E IR
Menu =

Search:
®

Worklist

Sign out
Help

MultiChannel Console | _Add to Favorites

[> My Favorites

[ Employee Self Senice

[> Manager Self Service

[» PAR Processing

[> Position Management

[> Payroll Documents

[ HR Reports

[> Recruiting

[> Payroll Processing

[> Training Administration

[> Manage Performance

[> Mon-Employee Processing
[> Time and Labor

[> Morth American Payroll

[> Global Payroll

[> Payroll Interface

[> Workforce Development

[- Organizational Development
[» Enterprise Learning

[> Pension

[> Labor Relations

[> Transit Subsidy

[ EmpowHR Setup Tables (HD)
[ EmpowHR User Security (HD)
> Set Up HRMS

[ Enterprise Componenis

[+ Worklist

[ Application Diagnostics

[> Tree Manager

[> Reporting Tools

[- PeopleTools

— Applicant Home

— Change Wy Password

— My Personalizations

— Wy System Profile

— My Dictionary

— EmpowHR Process Monitor

Step Action
1. Click the Position Management link.

[ Position Management]

I EEE—————————————————
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[ Fair Act Inventory

— Mass OIP Update

- Organizational Position
Titles

0b Codes

osition Information

fiice Information Profile
ication Standards

- Occupational Series USFE
— Dfficial Position Titles USF
— Drganizational Posn Titles
USF

— LC Classification Statuses

[> Payroll Documents

[ HR Repaorts

[» Recruiting

[> Payroll Processing

[+ Training Administration

[> Manage Performance

[> Non-Employee Processing

[> Time and Labor

[> Morth American Payrall

[ Global Payroll

[> Payroll Interface

[> Workforce Development

[> Organizational Development

[» Enterprise Learning

[> Pension

[ Labor Relations

[ Transit Subsidy

[ EmpowHR Setup Tables
(HD)

[ EmpowHR User Security
(HD)

[- Set Up HRMS

[- Enterprise Components

[> Worklist

[> Application Diagnostics

[ Tree Manager

[> Reporting Tools

[> PeopleTools

— Applicant Home

— Chanae Wy Password

— Wy Personalization

m

Stackhouse,Tracey F Library of Congress

ﬁ Position Management

Position Management

Mass OIP Update

Position Information
Identifies position description, work location
job information, and budget and incumbent
information

E" Vacant Positions
Wacant Positions

E" Oroanizational Posn Titles USF
Identifies organization position title and
description

= Organizational Position Titles
Organizational Position Titles

Office Information Profile
Office Information Profile

Occupational Series USF
Identifies occupational series description

E" LC Classification Statuses
LC Classification Statuses

Edit "Position Management” Folder

Job Codes

Defines job code profile, evaluation criteria,
default compensation, and non-base
compensation details for job

E“ Classification Standards USF
Identifies classification standards, factors,
levels, and grade conversions

E Official Position Titles USF
Identifies official position title and description

ﬁ Fair Act Inventory

Fair Act Inventory
=] Function Code Setup
=l Function/Reason Code Setup
= Competitive Level Setup

Step

Action

2. Click the LC Classification Statuses link.

[LC Classification Statuses]|
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Stackhouse,Tracey F Library of Congress

Worklist [ _MultiChannel Console | Add to Favorites | Sign out

- Position Management " Mew Window | Hel
& Fair Act Inventory Dew Window | Help |
— Mass OIP Update

— Oraanizational Position LC Classification Statuses

Titles Enter any information you have and click Search. Leave figlds blank for a list of all values
— Job Codes
— Position Information — [ Find an Existing Value {_Add a New Value

- Office Information Profile
— Classification Standards

USF Classification Control Number: begins with -
— Vacant Positions

- Occupational Series USF Department: begins witn -~ Q
— Dfficial Position Titles USF 0 i Series: begins with = 0171 Q
— Organizational Posn Titles

USF Classifier's ID: begins with - [}

[“linclude History

I Payroll Documents
[ HR Reports
[» Recruiting Search | Clear | Basic Search [l Save Search Criteria

[> Payroll Processing
[> Training Administration

I Manage Performance Mo matching values were found.
[> Non-Employee Processing
[- Time and Labor Find an Existing Value | Add a Mew Value

[> Morth American Payroll

[> Global Payroll

[> Payroll Interface

[ Workforce Development

[> Organizational Development

[+ Enterprise Learning

[ Pension

[> Labor Relations

[ Transit Subsidy

[ EmpowHR Setup Tables
(HD)

[ EmpowHR User Security
(HD)

[ SetUp HRMS

[- Enterprise Components

[ Worklist

[ Application Diagnostics

[> Tree Manager

[> Reporting Tools —

[> PeopleTools

— Applicant Home

— Chanage My Password
L W0y Dorcnnalizatinn

n

Step Action

3. Enter the desired information into the Occupational Series field. Enter a
valid value e.g. "1071".

59| Page



EvrowHR

SOLUTTONS
FRIEN EEAL TO KATIRS

Training Guide

I Position Management

[ Fair Act Inventory

— Mass OIP Update

- Organizational Position
Titles

— Job Codes

— Position Information

— Office Information Profile

— Classification Standards
USE

— Vacant Positions

- Occupational Series USFE

— Dfficial Position Titles USF

Stackhouse,Tracey F Library of Congress

LC Classification Statuses
Enter any information you have and click Search. Leave fields blank for a list of all values

{ Find an Existing Value {_Add a New Value

New Window | Help | B}

Classification Control Number: begins with -

— Drganizational Posn Titles
USE

—LCCl cation Stal
[> Payroll Documents
[ HR Reports
[> Recruiting
[> Payroll Processing
[> Training Administration
[ Manage Performance
[ Mon-Employee Processing
[> Time and Labor
[> Morth American Payroll
[> Global Payroll
[> Payroll Interface
[ Workforce Development
[> Organizational Development
[+ Enterprise Learning
[ Pension
[> Labor Relations
[ Transit Subsidy
[- EmpowHR Setup Tables

(HD)

[ EmpowHR User Security

(HD)

[ SetUp HRMS

[- Enterprise Components
[ Worklist

[ Application Diagnostics
[> Tree Manager

[> Reporting Tools

[> PeopleTools

— Applicant Home

— Change Wy Password

Wy B lizatinn

n

Department: begins with ~ e}
0 i Series: begins with - 1071 Q
Classifier's ID: begins with (&}

[“linclude History

Search | Clear |Baswc Search B Save Search Criteria

Mo matching values were found.

Find an Existing Value | Add a Mew Value

Step Action

4, Click the Search button.
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Wyorklist | MultiChannel Console | Add to Favorites | _Sign out
= Position Management - New Window | Help | n
> Fair Act Inventory
— Mass OIF Update - - e
_ Oroanizaional Pasition [ Classification Status {_ Classification Stafus Sum
Titles
— Job Codes

— Position Information Class control #:

- Office Information Profile

— Classification Standards
USE

— Vacant Positions

- Occupational Series USFE

Occ Series: 1071 C. off Title: Audiovisual Production Specialist

Prelim Grade(s): G5-11 Classifier; 077791 QU Cofield, Latoure Patricia

- Oﬁ'lcia! quition Titles USF *DeptiD: 925389 a MUSIC DIVISION
— Drganizational Posn Titles
USE

b Payroll Documents *Classification - Status Date: B
[ HR Reports Status:

us:
[ Recruiting

[> Payroll Processing

[> Training Administration

[> Manage Performance

[ Mon-Employee Processing

[> Time and Labor

[> Morth American Payroll

[> Global Payroll

[> Payroll Interface

[> Workforce Development Comment:

[> Organizational Development -

[+ Enterprise Learning

[ Pension -

[> Labor Relations

[ Transit Subsidy

[ EmpowHR Setup Tables
(HD)

[ EmpowHR User Security
(HD)

[ SetUp HRMS

[- Enterprise Components

[ Worklist

[> Application Diagnostics

[> Tree Manager

[> Reporting Tools —

[> PeopleTools

— Applicant Home

— Change Wy Password

L 1y Borennalizatinn

Job Code:

m

B save | L\Returnto Search | +[E Fre List | +E] Mext in List | =play | 2] Include History

Classification Status | Classification Status Sum

Step Action

5. Click on the green book icon to view the fields on the Classification
Status page.
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Class control # System-assigned number.

Occ Series The occupational series number.

Off Title The official title for the occupational series.

Prelim Grade(s) | The preliminary grade associated with the position.

Classifier The EmplID of the classifier.

DeptlD The department identifier.

Status Section:

Classification Status of the classification.

Status

Status Date Date of the position status.

Job Code Section:

Job Code Job code of the classification.

Comment Comment pertaining to the classification.

62|Page



EvrowHR Training Guide

SOLUFIONS

e EmpowHR 8.8 to 9.0 Transition Training

racey F Library of Congress

Sign out
- Position Management - Mew Window | Hel n
[» Fair Act Inventory -
— Mass OIP Update - - =
— Orqanizalional Position [ Classification Status {_ Classification Stafus Sum
Titles
—Job Codes

— Position Information Class control #:

— Dffice Information Profile

- W Occ Series: 1071 off Title: Audiovisual Production Specialist

— Vacant Positions 5 . (3511 i 077791

— Dccupational Series USE Prelim Grade(s): Classifier: Q Cofield Latoure Patricia

- Oﬁ'lcia! quition Titles USF *DeptiD: 925389 U pusic DvISIoN

— Drganizational Posn Titles

USE
ation Statu
I +
1> Payroll Documents *Classification - Status Date: & =
[ HR Reports Status:
us:

[> Recruiting

[> Payroll Processing

[> Training Administration

[> Manage Performance

[ Mon-Employee Processing

[> Time and Labor

[> Morth American Payroll

[> Global Payroll

[> Payroll Interface

[> Workforce Development Comment:

[> Organizational Development -

[+ Enterprise Learning

[ Pension -

[> Labor Relations

[ Transit Subsidy

[ EmpowHR Setup Tables
(HD)

[ EmpowHR User Security
(HD)

[ SetUp HRMS

[- Enterprise Components

[ Worklist

[> Application Diagnostics

[> Tree Manager

[> Reporting Tools —

[> PeopleTools

— Applicant Home

— Change Wy Password

L 1y Borennalizatinn

Job Code:

m

B save | L\Returnto Search | +[E Previous in List | +[E] Nextin Listl E+Add| Up =play | 2] Include History

Classification Status | Classification Status Sum

Step Action

6. Click the Classification Status Sum tab.
| Classification Status Sum |
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Worklist [ _MultiChannel Console | Add to Favorites | Sign out

I Position Management -
[ Fair Act Inventory
Grassionaipostion | [ CISSSGHONSIaS ) Classication Status Sum |

Titles
—Job Codes Class control #:
— Position Information i
— Office Information Profile Occupational Series: 1071
— Classification Standards

USF Official Position Title: Audiovisual Production Specialist
— Vacant Positions o
— Occupational Series USF ‘Organization: 925889 MUSIC DIVISION
— Dfficial Position Titles USF
— Drganizational Posn Titles

USE

MNew Window | Help | /B

Specialist: 077791 Cofield Latoure Patricia

Cl cation Stal
[> Payroll Documents
[ HR Reports

[> Recruiting

[ Payroll Processing
[> Training Administration

[> Manage Performance

[> Mon-Employee Processing
[> Time and Labor

[> Morth American Payroll

[> Global Payroll

[> Payroll Interface

n

> Workforce Development ﬁs:ave| ,QReturntDSearchl ] Previous in Lis | ] Nextin Listl E+Add| | Upd | ] Include History
[> Organizational Development ] . . .

[+ Enterprise Learning Classification Status | Classification Status Sum

[ Pension

[> Labor Relations

[ Transit Subsidy

[ EmpowHR Setup Tables
(HD)

[ EmpowHR User Security
(HD)

[ SetUp HRMS

[- Enterprise Components

[ Worklist

[- Application Diagnostics

[> Tree Manager

[> Reporting Tools —

[ PeopleTools

— Applicant Home

— Change Wy Password

By B lizatinn

Step Action

7. The Classification Status Sum page displays a summary of the previous
page.

64|Page



EvrowHR Training Guide

SOLUFIONS

e EmpowHR 8.8 to 9.0 Transition Training

Stackhouse,Tracey F Library of Congress

Worklist [ _MultiChannel Console | Add to Favorites | Sign out

I Position Management -
[ Fair Act Inventory
Grassionaipostion | [ CISSSGHONSIaS ) Classication Status Sum |

Titles
—Job Codes Class control #:
— Position Information i
— Office Information Profile Occupational Series: 1071
— Classification Standards

USF Official Position Title: Audiovisual Production Specialist
— Vacant Positions o
— Occupational Series USF ‘Organization: 925889 MUSIC DIVISION
— Dfficial Position Titles USF
— Drganizational Posn Titles

USE

MNew Window | Help | /B

Specialist: 077791 Cofield Latoure Patricia

Job Code:

ation Statu
[+ Payroll Documents Requisition Status

[ HR Reports

[> Recruiting

[ Payroll Processing

[> Training Administration

[> Manage Performance

[> Mon-Employee Processing
[> Time and Labor

[> Morth American Payroll

[> Global Payroll

[> Payroll Interface

n

> Workforce Development B save | LLReturn to Search | +[E] Previous in Lis | +[] Next in List | E{-Addl Up pla | ] Include History
[> Organizational Development ] . . .

[+ Enterprise Learning Classification Status | Classification Status Sum

[ Pension

[> Labor Relations

[ Transit Subsidy

[ EmpowHR Setup Tables
(HD)

[ EmpowHR User Security
(HD)

[ SetUp HRMS

[- Enterprise Components

[ Worklist

[- Application Diagnostics

[> Tree Manager

[> Reporting Tools —

[ PeopleTools

— Applicant Home

— Chanage My Password
L Wy Dorcnnalizatinn

Step Action

8. This completes LC Classification Status.
End of Procedure.
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Module 3 PAR Processing

Overview and Objectives

PAR Processing in EmpowHR 9.0 is basically the same as the previous version with
minimal additional functionality. Some fields have been moved for ease of entry, other
fields were renamed for clarification and certain fields that previously used by a specific
agency are now available to all agencies.

After completing this module, participants will be able to:

. Identify changes to PAR processing functionality
e Identify additional functionality

I EEE—————————————————
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HR Processing

Overview

This section demonstrates the changes and additions to HR Processing functionality in
EmpowHR 9.0.

HR Processing
This section demonstrates the changes and additions to HR Processing.

Stackhouse,Tracey F Library of Congress

Eaipow E TR
Menu =

Search:
®

Worklist

Sign out
Help

MultiChannel Console | _Add to Favorites

[> My Favorites

[ Employee Self Senice

[> Manager Self Service

[» PAR Processing

[> Position Management

[> Payroll Documents

[ HR Reports

[> Recruiting

[ Payroll Processing

[> Training Administration

[> Manage Performance

[> Mon-Employee Processing
[> Time and Labor

[> Morth American Payroll

[> Global Payroll

[> Payroll Interface

[> Workforce Development

[- Organizational Development
[> Enterprise Learning

[> Pension

[» Labor Relations

[ Transit Subsidy

[ EmpowHR Setup Tables (HD)
[- EmpowHR User Security (HD)
[ Set Up HRMS

[> Enterprise Components

[> Worklist

[> Application Diagnostics

[> Tree Manager

[> Reporting Tools

[> PeopleTools

— Applicant Home

— Change Wy Password

— My Personalizations

— Wy System Profile

— My Dictionary

— EmpowHR Process Monitor

Step Action

1. Click the PAR Processing link.

[ PAR Processing
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= PAR

— Action Table Setup

— Hire Employee

— MMA Dynamic CPDF File
Process

— MMA Status CPDF File
Process
- Org Structure Mass
Change
— Update Reports To
— Mass Reports to Update
- Address Processing
— Adjudication Information
— Schools
— Applicant Hire
— LC Initiate PAR
— LC Approve PAR
— Who has the PAR
- HR Processing
— Update Applied Action
- Correct Applied Action
— Cancel Applied Action
- History Override
— Update NFC Flags
— Create New Oprid
— Employee Password Resef|
- Mass Actions
— Departmental Transfer
- Employee Security
Clearance
[> Position Management
[> Payroll Documents
[ HR Repaorts
[> Recruiting
[> Payroll Processing
[ Training Administration
[ Manage Performance
[> Non-Employee Processing
[> Time and Labor
[» North American Payroll
[> Global Payroll
[ Payrall Interface
[> Workforce Development
[> Organizational Development
[ Enterprise Learning
[> Pension

- Labor Relstions

Stackhouse,Tracey F Library of Congress

ﬁ PAR Processing

PAR Processing

= Action Table Setup
Action Table Setup

E“ MMA Status CPDF File Process

MMA Status CPOF File Process

Mass Reports to Update
Mass Reports to Update
Schools
Define Schools.

LC Approve PAR
LC Approve PAR

Update Applied Action
Update Applied Recs

History Override
History Override

Employee Password Reset
Employee Password Reset

Employee Security Clearance

Employee Security Clearance

= Hire Employee

Identifies details of the hire including
employee name, address, job, payroll, and
compensation details

Dr Structure Mass Change

E" Address Processin
Address Info

Eﬁ" pplicant Hire
Applicant Hire

E Who has the PAR
LC Worklist

Eﬁ" Correct Applied Action
Identifies details regarding corrections to a
personnel action

Update NFC Flags
Update NFC Flags

E" Mass Actions
Mass Actions

Edit "PAR Processing” Folder

5 MMA Dynamic CPDF File Process
MMA Dynamic CPDF File Process

Update Reports To
Update Reports To

E" Adjudication Information
Adjudication Information

Eﬁ" LC Initiate PAR
LC Initiate PAR

HR Processing
Identifies personnel action details of request
ready for human resources to process

EE" Cancel Applied Action
Identifies details regarding the cancellation of
a personnel action

E" Create New Oprid
Create New Oprid

Departmental Transfer

Step

Action

2. Click the HR Processing link.
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Sign out

- PAR Processing -

— Action Table Setup

— Hire Employee .

- MMA Dynamic CPDF File HR Processing USF

Process Enter any information you have and click Search. Leave fields blank for a list of all values
A Status CPDF File

Process / Find an Existing Vaiue

- Org Structure Mass
Change

- Update Reports To EmpliD: begins with - |

— Mass Reports to Update

New Window | Help | B}

- Address Processing Empl Red Nbr: = T

— Adjudication Information Name: begins with =

— Schools

— Applicant Hire Last Name: begins with «

— LC Initiate PAR = = -

_ LC Anprove PAR [social Security Number: = |
— Who has the PAR Sub-Agency: begins with - Q

HR Proc g
— Update Applied Action [[include History [l case Sensitive
— Correct Applied Action
— Cancel Applied Action Search |
— History Override
— Update NFC Flags
— Create Mew Oprid
— Emplovee Password Rese]
— Mass Actions
- Departmental Transfer
— Employee Security
Clearance
[> Position Management
[> Payroll Documents
[ HR Reports
[> Recruiting 1
[> Payroll Processing
[> Training Administration
[> Manage Performance
[ Mon-Employee Processing
[> Time and Labor
[> Morth American Payroll
[> Global Payrall
[> Payroll Interface
[> Workforce Development
[> Organizational Development
[» Enterprise Learning

[ Pension
I: | ahnr Dalati

m

Clear | Basic Search [E) Save Search Criteria

Step Action

3. Click the green book icon to view changes on the HR Processing search
page

Social Security . Mo Limits Limited Must contain an individual's entire 9-
Search Field | digit number.
Action Mode .l Correct Update/Display | Default action mode is

History Update/Display, not Correct History.
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[ PAR Processng i Mew Window | Hel
~ Action Table Setup Dew Window | Help | o,
— Hire Employee

- MMA Dynamic GPDF File HR Processing USF
Process Enter any information you have and click Search. Leave fields blank for a list of all values
— MMA Status CPDF File
Process Find an Existing Value |
- Org Structure Mass
Change - -
- Update Reports To EmpliD: begins with - |
— Mass Reports to Update _ -
- Address Processing Empl Red Nbr: B
— Adjudication Information Mame: pegins with -
— Schools
— Applicant Hire Last Name: begins with -
— LC Initiate PAR N N _
_ LC Approve PAR Social Security Number: =
— Who has the PAR Sub-Agency: begins with Q

— Update Applied Action =| [Dinclude History [T] Correct History [] Case Sensitive

— Correct Applied Action
— Cancel Applied Action Search |
— History Override
— Update NFC Flags
— Create Mew Oprid
— Emplovee Password Rese]
— Mass Actions
- Departmental Transfer
— Employee Security
Clearance

[> Position Management

[> Payroll Documents

[ HR Reports

[> Recruiting 1

[> Payroll Processing

[> Training Administration

[> Manage Performance

[ Mon-Employee Processing

[> Time and Labor

[> Morth American Payroll

[> Global Payrall

[> Payroll Interface

[> Workforce Development

[> Organizational Development

[» Enterprise Learning

[> Pension

[+ 1 ahnr Bolati

Clear | Basic Search [E) Save Search Criteria

Step Action

4. Enter the desired information into the EmplID field. Enter a valid value e.g.
"O77TTT".
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[ PAR Processng i Mew Window | Hel
~ Action Table Setup Dew Window | Help | o,
— Hire Employee

- MMA Dvnamic CPDF File HR Processing USF
Process Enter any information you have and click Search. Leave fields blank for a list of all values
— MMA Status CPDF File
Process Find an Existing Value |
- Org Structure Mass
Change -
- Update Reports To EmpliD: begins with « 077777
— Mass Reports to Update _ -
- Address Processing Empl Red Nbr: B
— Adjudication Information Mame: pegins with -
— Schools
— Applicant Hire Last Name: begins with «
— LC Initiate PAR N N _
_ LC Approve PAR Social Security Number: =
— Who has the PAR Sub-Agency: begins with Q

— Update Applied Action =| [Dinclude History [T] Correct History [] Case Sensitive

— Correct Applied Action
— Cancel Applied Action Search |
— History Override
— Update NFC Flags
— Create Mew Oprid
— Emplovee Password Rese]
— Mass Actions
- Departmental Transfer
— Employee Security
Clearance

[> Position Management

[> Payroll Documents

[ HR Reports

[> Recruiting 1

[> Payroll Processing

[> Training Administration

[> Manage Performance

[ Mon-Employee Processing

[> Time and Labor

[> Morth American Payroll

[> Global Payrall

[> Payroll Interface

[> Workforce Development

[> Organizational Development

[» Enterprise Learning

[> Pension

[+ 1 ahnr Bolati

Clear | Basic Search [E) Save Search Criteria

Step Action

5. Click the Search button.
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- PAR Processing
— Action Table Setup
— Hire Employee

Process

— MMA Status CPDF File
Process

- Org Structure Mass
Change

— Update Reports To

— Address Processing

— Schools

— Applicant Hire

— LC Initiate PAR

— LC Approve PAR
— Who has the FAR

— Update Applied Action
— Correct Applied Action
— Cancel Applied Action
— History Override

— Update NFC Flags

— Create New Oprid

— MMA Dynamic CPDF File

— Mass Reports to Update

— Adjudication Information

— Emplovee Password Rese|

Stackhouse,Tracey F Library of Congress

Mew Window | Help | Customize Page | B,

/ DataControl ' PersonalData y° Job | Posiion }” Compensation ;" Employment1  Employment2 | Benefit Data |,

Sign out

SMITH GREGORY A EmpllD: 077777 EmplRcd Nbr: 0 View All SING Errors

MNFC Ready

Data Control

Effective Date: [02/01/2008 [:)

Effective Seq 1 1

IProposed Effective Date: 09/01/2008 @I

Transaction Status

Auth Date |09f‘1‘1"2008 [ IConiac‘l Emplid: 077771 QI View Current SING Errars
“Action: IDTA A Dats Chg PAR Status: PRO Processed by Human Resources
“Reason Code: [NAM @ yame Change Agency Type | LOC

ITB[J Q Mame Change From,
Authority (1): |999 @, |NoLegal Autnority Cade
aunorty@: | |

I NTE Date:
Print SF-52 |

NOA Code: Name Change

Required

& I Vacancy Number [“1work Study Program

PAR Remarks

Award Data

— Mass Actions
- Departmental Transfer
— Employee Security
Clearance
[> Position Management
[> Payroll Documents
[ HR Reports
[> Recruiting
[> Payroll Processing
[> Training Administration
[> Manage Performance

[> Time and Labor

[> Morth American Payroll
[> Global Payrall

[> Payroll Interface

[> Workforce Development

[» Enterprise Learning
[> Pension

[+ 1 ahnr Bolati

I> Non-Employee Processing

[> Organizational Development

Tracking Data Justification

Add Attachment

B save | L Return to Search | Previous ta Next tab U

Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employment 2 | Benefit Data

1

Step

Action

Click the green book icon to view changes on the Data Control search
page.
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Proposed Effective Not Available | New Defaults to the Effective Date. Can be
Date overridden if necessary.
Goto Row Button Mot Available | New This button allows a userto gotoa
specific row in the employee’s history.
Mot used during the Hire process.
Contact Emplid Mot Available | New Enter the contact employee ID
number.
PAR Status . PRO INI (Initiated) | The default PAR Status changed.
(Processed
by Human
Resources
Agency Type Mot Available | New Displays the Agency Type.
NTE Date @ | NotTo NTE Date Field name changed but location was
Exceed Date not changed.
GPPA Website Mot Available | New This link provides access to the Rule
book for processing a PAR.

[ PAR Processing
— Action Table Setup
— Hire Employee
— MMA Dynamic CPDF File
Process
Status CPDF File
Process
— Org Structure Mass
Change
— Update Reports To
— Mass Reports to Update
— Address Processing
— Adjudication Information
— Schools
— Applicant Hire
— LC Initiate PAR
— LC Approve PAR
h AR

HR Proc g
— Update Applied Action
— Correct Applied Action
— Cancel Applied Action
— History Override
— Update NFC Flags
— Create New Oprid
— Employee Password Reset

Stackhouse,Tracey F Library of Congress

MultiChannel Console | Add to Favorites | _Sign out

New Window | Help | Customize Page | 5,

/ DataControl ' PersonalData y° Job | Posiion }” Compensation ;" Employment1  Employment2 | Benefit Data |,

SMITH,GREGORY A EmpllD: 077777 EmplRcd Nbr: 0 View All SING Errors

Go To Row|

Transaction Status

Data Control

Effective Date: |09/01/2008 [3 =

Effective Seq 1

Proposed Effective Date: 09/01/2008 [
NFC Ready

Auth Date 09/11/2008 [+ Contact Emplid: 077771 Q View Current SINQ Errors
*Action: DTA & pata Chg PAR Status: PRO QL processed by Human Resources
*Reason Code: [NAM QL jame Change Agency Type  [LOC

NOA Code: 780 2 name Change From,
Authority (1) [999 @ [No Legal Autnority Code

Authority (2): Q|

MName Change

Required

— Mass Actions
- Departmental Transfer
— Employee Security
Clearance
[ Position Management
[> Payroll Documents
[ HR Reports
[> Recruiting
[> Payroll Processing
[> Training Administration
[> Manage Performance
[ Mon-Employee Processing
[> Time and Labor
[> Morth American Payroll
[> Global Payrall
[> Payroll Interface
[> Workforce Development
[> Organizational Development
[» Enterprise Learning
[> Pension

1 ahnr Bolati

NTE Date: B vacancy Number [CIwork study Program
Print SF-52 | PAR Remarks  Award Data  Tracking Data Justification
g GPPA Website
Add Attachment

B save | L Return to Search | Mext tab Jl nclude History | EF Q

Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employment 2 | Benefit Data

1 3
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Step Action

7. Click the GPPA Website link.

# | https://199.134.230.10/ psp/USDAUAT/EMPLOYEE/HRMS/e/url= http%3a%2f %2 fuww.opm.govia2ffeddatate2fgpp = | ++ | A [f| Live Search 2 ~
v [@ Employee-facing registry content l } : @ = = @a v |:2h Page = @Tools -

Stackhouse,Tracey F Library of Congress

OPM.gov Home | Subjectindex | ImportantLinks | ContactUs | Help

[> My Favorites
BN OEE SR U.S. OFFICE OF PERSONNEL MANAGEMENT I |

E g:;{agrzgjzgiﬁzmce Ensuring the Federal Government has an effective civilian workforce Advanced Search

U Position lanagement -
[> Payroll Documents
I HR Reports Personnel Documentation
[> Recruiting

[ Payroll Processing

[> Training Administration
[ Manage Performance

Guide to Processing Personnel Actions

[> Mon-Employee Processing ‘We have governmentwide responsibility and oversight for issuing guidance on the

[> Time and Labor processing of personnel actions. This site contains the operating manual "The Guide to
[> Morth American Payroll = Processing Personnel Actions (Guide)” which assist federal agencies in the preparation
[> Global Payroll and documentation of personnel actions. The Guide available on this site is the most

[ Payroll Interface current.

[> Workforce Development
[> Organizational Development
[> Enterprise Learning
[ Pension
1> Labor Relations Note: Chapters 2, 5, 8, 12, 25, and 27 are Reserved.
[ Transit Subsidy 1 3 1 B - 9 0
[ EmpowHR Setup Tables -
(HD) 1 17 18 19 21
[ EmpowHR User Security 2 29 30 31 33
(HD)
[- SetUp HRMS
[» Enterprise Components = To Guide Updates
[ Worklist .
[ Application Diagnostics Chapter Name Listing
[> Tree Manager
[» Reporting Tools
[> PeopleTools
— Applicant Home 8 5

Guide chapters in Adobe Acrobat PDF format

@
]

|
=}
| rf =
[N ]
| Wl w
]
B

]

1
2

@
@
-

Guide Chapter Name Index (Adobe Acrobat PDF

& Internet | Protected Mode: On ®100% ~

Step Action

8. This page opens in a new window.

|
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= PAR Processing

— Action Table Setup

— Hire Emplovee

— MMA Dynamic CPDF File
Process

— MMA Status CPDF File
Process

— Org Structure Mass
Change

— Update Reports To

— Mass Reports to Update

— Address Processing

— Adjudication Information

— Schools

— Applicant Hire

— LC Initiate PAR

— LC Approve PAR

— Who has the PAR

— Update Applied Action
— Correct Applied Action
— Cancel Applied Action
— History Override
— Update MFC Flags
— Create New Oprid
— Employee Password Resef]
— Mass Actions
— Deparimental Transfer
— Emplovee Security
Clearance
[» Position Management
[ Payroll Documents
[- HR Repors
[ Recruiting
[> Payroll Processing
[> Training Administration
[ Manage Performance
[» Mon-Employee Processing
[> Time and Labor
[> Morth American Payroll
[ Global Payroll
[ Payroll Interface
[> Workforce Development
[> Organizational Development
I> Enterprise Learning
[» Pension

{ Data Control {_ PersonalData §°  Job

Cl

ouse, Iracey

fary of Congress

Worklist | _MultiChannel Console [ Add to Favorites | _Sign out

New Window | Help | Customize Page | \&

[ Posiion ) Compensation | Employment1 Y Employment2 | Benefit Data '

SMITH,GREGORY A EmpliD: 077777 Empl Rcd Nbr: 0 View All SINQ Errors

Go To Rowl

Effective Date; [09/01/2008 [

Proposed Effective Date: 09/01/2008 [

Effective Seq ! 1 Transaction Status NotApplied
Auth Date 09112008 [ coptact Emplid: 077771 Q View Current SING Errors
*Action: OTA & patacng PAR Status: PRO Q. Pprocessed by Human Resources

*Reason Code: [NAM CL ame change Agency Type | LOC

780 U Name Change From,
Authority (1): /998 Q |No Legal Authority Code
Authority (2): a |

NOA Code: Mame Change

Required

NTE Date: [ [“]Work Study Program

Vacancy Number
Print SF-52 PARRemarks AwardData TIrackingData Justification
GPPA Website
Add Aﬂachmentl
E save | 2L Return to Search | Previcus ta Next tab UpdateDisplay | JEll Include History | [P

Data Control | Personal Data | Job | Pesition | Compensation | Emplovment 1 | Emplovment 2 | Benefit Data

1 m F

Action

9. Click the Tracking Data link.
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Stackhouse,Tracey F Library of Congress

Sign out

- PAR Processing -

— Action Table Setup

— Hire Employee

— MMA Dynamic CPDF File
Process B

— MMA Status CPDF File EmpliD: 07Ty Empl Rcd#: 0 SMITH GREGORY A
Process

- Org Structure Mass . !
Change Effective Date:  09/01/2008 Tr 19 Ir Status  NFGC Ready

— Update Reports To #/Sequence

— Mass Reports to Update

- Address Processing

— Adjudication Information Reason Code: MName Change

— Schools Mame Change From,

Mew Window | Help | Customize Page | B

PAR Tracking Data

Action: DTA  DataChange PAR Status: PRO  Processed by Human Resources

— Applicant Hire

— LC Initiate PAR

— LC Approve PAR
— Who has the FAR

Tracking Data " User Information | Comments

*pcti N Override Operator I

| Action Taken  Action Dt Ovrde PAR Status  UserID me’"ge Om rator $"‘ 'l'(‘! °fR Name
— Update Applied Action E Emplid Lracking Kov
— Correct Applied Action 09M16/2008 PRO TS077619 077619 Tracey Stackhouse
— Cancel Al ¥ lied Action
Histon Overmids 09M2/2008 PRO TS077619 077619 Tracey Stackhouse
~ Update NFC Flags 09/11/2008 PRO TSO77619 077619 Tracey Stackhouse
— Create New Oprid
~ Employes Password Reset 09M1/2008 PRO TS077619 077619 Tracey Stackhause
~ Mass Adions 09/11/2008 PRO TS077619 077619 Tracey Stackhouse

- Departmental Transfer
— Employee Security

Clearance B .
b Pire T e e |NFC Authentication Date:

[> Payroll Documents

I HR Reports Ll ﬂl
[> Recruiting 1
[> Payroll Processing

[> Training Administration

[> Manage Performance

[ Mon-Employee Processing
[> Time and Labor

[> Morth American Payroll

[> Global Payroll

[> Payroll Interface

[- Workforce Development

[> Organizational Development
[» Enterprise Learning

[> Pension

[ 1 ahnr Paolati

Step Action

10. Click the green book icon to view changes on the PAR Tracking Data
page.

NOA @ | noA Code NOA Field name shortened.

Track Sec# Available Removed This field was removed in 9.0.
MFC Mot Availahle N Dizplays the NFC Authentication
Authentication Date.

Date
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- PAR Processing
— Action Table Setup
— Hire Employee
— MMA Dynamic CPDF File
Process
A Status CPDF File
Process
- Org Structure Mass
Change
— Update Reports To
— Mass Reports to Update
- Address Processing
— Adjudication Information
— Schools

— Applicant Hire

— LC Initiate PAR

— LC Approve PAR
— Who has the FAR

HR Proc g
— Update Applied Action
— Correct Applied Action
— Cancel Applied Action
— History Override
— Update NFC Flags
— Create New Oprid
— Emplovee Password Rese]
— Mass Actions
- Departmental Transfer
— Employee Security
Clearance
[> Position Management
[> Payroll Documents
[ HR Reports
[> Recruiting
[> Payroll Processing
[> Training Administration
[> Manage Performance
[ Mon-Employee Processing
[> Time and Labor
[> Morth American Payroll
[> Global Payroll
[> Payroll Interface
[- Workforce Development
[> Organizational Development
[» Enterprise Learning

[ Pension
I: | ahnr Dalati

PAR Tracking Data

racey F Library of Congress

Sign out

Mew Window | Help | Customize Page | B

EmplID: 077IIT Empl Red#: 0 SMITH GREGORY A
Effective Date:  09/01/2008 Transaction qq Transaction Status NFC Ready
#Sequence
Action: DTA Data Change PAR Status: PRO Processed by Human Resources
Reason Code: MName Change
NOA 780 Mame Change From,

Tracking Data
Tracking Data

Y User Information

First ] 15015 [

Customize | Find |

" Comments

*Action Taken

09M16/2008
09M2/2008
09M11/2008
09M1/2008
09M11/2008

NFC Authentication Date:

OK Cancel

Override Operator Emplid of

Action Dt Ovrde PAR Status  UserID Emplid Tracking Row Name
PRO TS077619 077619 Tracey Stackhouse
PRO TS077619 077619 Tracey Stackhouse
FRO TS077619 077619 Tracey Stackhouse
PRO TS077619 077619 Tracey Stackhouse
FRO TS077619 077619 Tracey Stackhouse

111

Step

Action

11.

Click the OK button.
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- PAR Processing

— Action Table Setup

— Hire Employee

— MMA Dynamic CPDF File
Process

— MMA Status CPDF File
Process

- Org Structure Mass
Change

— Update Reports To

— Mass Reports to Update

- Address Processing

— Adjudication Information

— Schools

— Applicant Hire

— LC Initiate PAR

— LC Approve PAR
— Who has the FAR

— Update Applied Action

— Correct Applied Action

— Cancel Applied Action

— History Override

— Update NFC Flags

— Create New Oprid

— Employee Password Reset

Stackhouse,Tracey F Library of Congress

Sign out

Mew Window | Help | Customize Page | B,

{ Data Control {_ Personal Data j*  Jab

| Position | Compensation | Employment1 | Employment2 | BenefitData |

SMITH GREGORY A EmpllD: 077777 EmplRcd Nbr: 0 Wiew All SING Errors
Data Control t

Effective Date: [09/01/2008 [ Proposed Effective Date; 09/01/2008 [ GoToRow| =l

Effective Seq 1 | 1 Transaction Status | NFC Ready

Auth Date Img Contact Emplid: 077771 Q View Current SING Errors
*Action: Iﬁ Q Data Chg PAR Status: PRO Q Processed by Human Resources
“Reason Code: [NAM @ yame Change Agency Type | LOC

ITB[J Q Mame Change From,

Authority (1) [999 @ [No Legal Autnority Code
aumorty@: | R |

NOA Code:

NTE Date: Bl

— Mass Actions
- Departmental Transfer
— Employee Security
Clearance
[> Position Management
[> Payroll Documents
[ HR Reports
[> Recruiting
[> Payroll Processing
[> Training Administration
[> Manage Performance
[ Mon-Employee Processing
[> Time and Labor
[> Morth American Payroll
[> Global Payrall
[> Payroll Interface
[> Workforce Development
[> Organizational Development
[» Enterprise Learning
[> Pension

[+ 1 ahnr Bolati

Vacancy Number
PrintsF52 |
Add Attachment
B save | L Return to Search | Previous ta Mext tab

Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employment 2 | Benefit Data

Name Change

Required

["1work Study Program

PAR Remarks  Award Data  Tracking Data Justification

GPPA Website

FU

v| A nclude History | EF (

1 3

Step

Action

12.

Click the Justification link.
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- PAR Processing

— Action Table Setup

— Hire Employee

— MMA Dynamic CPDF File
Process

— MMA Status CPDF File
Process

- Org Structure Mass
Change

— Update Reports To

— Mass Reports to Update

- Address Processing

— Adjudication Information

— Schools

— Applicant Hire

— LC Initiate PAR

— LC Approve PAR

AR

W

— Update App Action
— Correct Applied Action
— Cancel Applied Action
— History Override
— Update NFC Flags
— Create New Oprid
— Emplovee Password Resef]
— Mass Actions
- Departmental Transfer
— Employee Security
Clearance
[> Position Management
[> Payroll Documents
[ HR Reports
[> Recruiting
[> Payroll Processing
[> Training Administration
[> Manage Performance
[ Mon-Employee Processing
[> Time and Labor
[> Morth American Payroll
[> Global Payrall
[> Payroll Interface
[> Workforce Development
[> Organizational Development
[» Enterprise Learning
[> Pension

[+ 1 ahnr Bolati

PAR Justification

Stackhouse,Tracey F Library of Congress

EmpliD: orereT

Worklist

Mew Window | Help | Customize Page | B

MultiChannel Console | Add to Favorites

Sign out

Empl Rcd# 0 SMITHGREGORY A. SSN:  X-X(-B688

Action:
Reason Code:

NOA Code:

Not To Exceed Date:

Contact:

LCR:

Par Justification:

oK Cancel

Effective Date:  09/01/2008 Transaction #/ Sequence: 11 Transaction Status: NFC Ready

DTA Data Change
MNAM MName Change
780 Mame Change From,

077771 L schenkel James F

Recommending Official: [077771 @, Schenkel James F.

PAR Status: PRO Processed by Human Resources

Step Action

13. This new link is used to enter contact information for the PAR.

Click the OK button.
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- PAR Processing

— Action Table Setup

— Hire Employee

— MMA Dynamic CPDF File
Process

— MMA Status CPDF File
Process

- Org Structure Mass
Change

— Update Reports To

— Mass Reports to Update

- Address Processing

— Adjudication Information

— Schools

— Applicant Hire

— LC Initiate PAR

— LC Approve PAR
— Who has the FAR

— Update Applied Action

— Correct Applied Action

— Cancel Applied Action

— History Override

— Update NFC Flags

— Create New Oprid

— Employee Password Reset

Stackhouse,Tracey F Library of Congress

Sign out

Mew Window | Help | Customize Page | B,

{ Data Control {_ Personal Data j*  Jab

| Position | Compensation | Employment1 | Employment2 | BenefitData |

SMITH GREGORY A EmpllD: 077777 EmplRcd Nbr: 0 Wiew All SING Errors
Data Control t

Effective Date: [09/01/2008 [ Proposed Effective Date; 09/01/2008 [ GoToRow| =l

Effective Seq 1 | 1 Transaction Status | NFC Ready

Auth Date Img Contact Emplid: 077771 Q View Current SING Errors
*Action: Iﬁ Q Data Chg PAR Status: PRO Q Processed by Human Resources
“Reason Code: [NAM @ yame Change Agency Type | LOC

ITB[J Q Mame Change From,

Authority (1) [999 @ [No Legal Autnority Code
aumorty@: | R |

NOA Code:

NTE Date: Bl

— Mass Actions
- Departmental Transfer
— Employee Security
Clearance
[> Position Management
[> Payroll Documents
[ HR Reports
[> Recruiting
[> Payroll Processing
[> Training Administration
[> Manage Performance
[ Mon-Employee Processing
[> Time and Labor
[> Morth American Payroll
[> Global Payrall
[> Payroll Interface
[> Workforce Development
[> Organizational Development
[» Enterprise Learning
[> Pension

[+ 1 ahnr Bolati

Vacancy Number
PrintsF52 |
Add Attachment
B save | L Return to Search | Previous ta Mext tab

Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employment 2 | Benefit Data

Name Change

Required

["1work Study Program

PAR Remarks  Award Data  Tracking Data Justification

GPPA Website

FU

v| A nclude History | EF (

1 3

Step

Action

14.

Click the Personal Data tab.
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racey F Library of Congress

Sign out
- PAR Processing - New Window | Help | Customize Page | &
— Action Table Setup | Help | [ s
— Hire Employee = -
— WMA Dynamic GEDE File | Data Control | PersonalData { ___ Job | Position | Compensation | Employment1 | Employment2 | BenefitData |
Process | View All SING Errors

Status CPDF File
Process
- Org Structure Mass Personal Data
Change . i
- Update Reports To Effective Date: 09/01/2008 Transaction# /Seq 1 PAR Status: Processed by Human Resources
— Mass Reporis to Update NOA Code: 780 Action Type:  Data Change Empl Status:  Active
— Address Processing
— Adjudication Information
— Schools
— Applicant Hire - I
LG niiale PAR First: |GREGORY Middle: [
~ LG Apnrave PAR Last: [SMITH Suffix: -
ho has the PAR
HR Proc g Name: SWMITH GREGORY A

~ Undate Applied Acfion 3 Pref First Name

— Correct Applied Action

— Cancel Applied Action

— History Override

— Update NFC Flags

— Create New Oprid Draft Status: A I

— Emplovee Password Rese]

_ Mass Acions “Date of Birth:; 0610311953 [

- Departmental Transfer .

_ Employee Security Disability Code: 05 2 Ng Handicap RuO: E White
Clearance ] |

[> Position Management Date of Death:

[> Payroll Documents

[ HR Reports

I Recruiting b
[ Payroll Processing |Add|t|ona| Birth \nfol Address Info I Ehone Mbrs I Veterans Infa  Marital Info | Education Delallsl

[» Training Administration
E Ezg?@;;z:s;ﬂ?gi:ssmg Country: USA O *Type/Description: PR hd SSN: 507-60-6688

[> Time and Labor

[> North American Payroll

[> Global Payrall

[> Payroll Interface

[ Workforce Development & save | L4 Return to Search | Previous tab Mext tat | A Include History | [E# Correct History
[> Organizational Development
[» Enterprise Learning

[> Pension

I | ahnr Balati

SMITH,GREGORY A EmpliD: 077777 EmplRcd# 0

=

m

Gender: @ Wale ) Female

*Country: United States

Citizenship: 1 @ USCitizen/Naturalization

Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employment 2 | Benefit Data

Step Action

15. Click on both of the green book icons to view changes on the Personal
Data page.
Action Type . At Type Action Type Field name expanded.
Fref First Mame '. Available Pref First Name | Field name change from Alias Name.
Citizenship Stat. Mot [RI=EN This new section contains the
=ectian Available follawing fields:
Citizenship Status «  Country (field name changed)
Citizenship Country « Citizenship (field name
changed)
Draft Status .. Available Awvailable Field moved and is now located under
the Gender radio huttons.

8l|Page



! S
FACE SEAA TO KATERA

o EEEEE TN

Disability Code . Handicap Disability Code | Field name changed and is now

.lj:.MPQV\;’HR) Training Guide

Cd located under Date of Birth field.
RNO @ | Avaiable | Available Field moved to the right of the
Disability Code field.
Date of Death Not New Data cannot be entered during hire
Available entry.
Highest Educatio Mot MNew This required field is used to enter a
Level Available new hire's highest level of education.

Additional Birth Info | Birth Info Additional Birth | Link name changed.
Link @ Link Info Link

Phone Nbrs Link. Personal Phone Nbrs Link name changed.
Phone Link | Link

Education Details Education Education Link name changed.

Link @ Link Details Link

Country MNot New Displays the Country.
Available

Type/Description Mot MNew Defaults to PR.
Available

Mational ID Mot MNew Mew hire's Social Security Number is
Available entered in this field.
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racey F Library of Congress

Sign out

- PAR Processing -
— Action Table Setup

— Hire Employee = -
— WMA Dynamic GEDE File Data Control | Personal Data % Job | Position | Compensation | Employment1 | Employment2 | BenefitData |

Process i View All SING Errors
A Status CPDF File
Process SMITH,GREGORY A EmpllD: 077777 Empl Red# 0
- Org Structure Mass Personal Data
Change
- Update Reports To Effective Date: 09/01/2008 Transaction# /Seq 1 PAR Status: Processed by Human Resources
~ Mass Reports to Undate NOACode: 780 Action Type:  Data Change Empl Status:  Active
- Address Processing
— Adjudication Information
— Schools
— Applicant Hire
— LC Initiate PAR

Mew Window | Help | Customize Page | B

First: IGREGOR\" Middle: A

~ LG Apnrave PAR Last: [stTH Suffix: -
— Who has the PAR

HR Proc g Name: SMITH,GREGORY A
~ Undate Applied Acfion i Pref First Name
— Correct Applied Action
— Cancel Applied Action
— History Override @ Mal O F | =
— Update NFC Flags Gender: @ Male L remale “Country: USA United States
— Create New Oprid Draft Status: A
— Emplovee Password Rese]
_ Mass Acions “Date of Birth:; 0610311953 [
- Departmental Transfer N
~ Employee Security Disability Code: 05 < ng Handicap RHO: E & white
Clearance
[> Position Management
[> Payroll Documents

m

Citizenship: 1 @ USCitizen/Naturalization

Date of Death:

[ HR Reports
[ Recruiting | 4
[ Payroll Processing Additional Birth Info Address Info Phone Mors Veterans Info  Marital Info Education Details
I Training Administration
[> Manage Performance l—
. intion: PR - . -B0-
[ Non-Employee Processing Country: USA Q *Type/Description: SSH: ZUTEELEEET

[> Time and Labor

[> Morth American Payroll
[> Global Payrall

[> Payroll Interface

[ Workforce Development & save | L\ Return to Search | Previous tab Next tab ay | (] Include History | [ZF Correct History

[> Organizational Development N _

[ Enterprise Learning Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employment 2 | Benefit Data |
[> Pension

[+ 1 ahnr Bolati

Step Action

16. Click the Phone Nbrs link.
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Stackhouse,Tracey F Library of Congress

Sign out

= PAR Processing - New Window | Help | Custemize Page | &,

— Action Table Setup

— Hire Emplovee

— MMA Dynamic CPDF File
Process

— MMA Status CPDF File
Process Customize | Find
J—g,:a?";'m”re lass Phone Type  Eff Date Telephone :,':;’e"r:*sm

— Update Reports To

— Mass Reports to Update

- Address Processing

— Adjudication Information

— Schools

Personal Phone Numbers

First [4] 4 o1 [V Last

Preferred

Al Home: ~ 09/01/2008

— Applicant Hire

— LC Initiate PAR

— LC Approve PAR
— Who has the FAR

OK Cancel

m

— Update Applied Action
— Correct Applied Action
— Cancel Applied Action
— History Override
— Update NFC Flags
— Create New Oprid
— Emplovee Password Rese]
— Mass Actions
- Departmental Transfer
— Employee Security
Clearance
[> Position Management
[> Payroll Documents
[ HR Reports
[> Recruiting |4
[ Payroll Processing
[> Training Administration
[> Manage Performance
[ Mon-Employee Processing
[> Time and Labor
[> Morth American Payroll
[> Global Payrall
[> Payroll Interface
[> Workforce Development
[> Organizational Development
[» Enterprise Learning
[> Pension
[ 1 ahnr Paolati

Step Action

17. Click the green book icon to view changes on the Personal Phone
Numbers page.

(@ Field 8.8 9.0 Imp

Employee Phone Available Removed Field removed.

Relay

Phone Extension Not Available | New Enter the phone extension when
applicable.

Preferred Checkbox | Not Available | New Activate the checkbox when the
phone number is the number
preferred by the employee.
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Stackhouse,Tracey F Library of Congress

= PAR Processing - New Window | Help | Custemize Page | &,
— Action Table Setup
— Hire Emplovee
— MMA Dynamic CPDF File
Process
— MMA Status CPDF File
Process

- Org Structure Mass . Phone
Change Phone Type  Eff Date Telephone Extension

— Update Reports To R
— Mass Reports to Update Al Home ~ 09/01/2008 = =

- Address Processing
— Adjudication Information
— Schools

Personal Phone Numbers

Preferred

— Applicant Hire

— LC Initiate PAR

— LC Approve PAR
— Who has the FAR

OK Cancel

m

— Update Applied Action
— Correct Applied Action
— Cancel Applied Action
— History Override
— Update NFC Flags
— Create New Oprid
— Emplovee Password Rese]
— Mass Actions
- Departmental Transfer
— Employee Security
Clearance
[> Position Management
[> Payroll Documents
[ HR Reports
[> Recruiting |4
[ Payroll Processing
[> Training Administration
[> Manage Performance
[ Mon-Employee Processing
[> Time and Labor
[> Morth American Payroll
[> Global Payrall
[> Payroll Interface
[> Workforce Development
[> Organizational Development
[» Enterprise Learning
[> Pension

[+ 1 ahnr Bolati

Step Action
18. Click the OK button.
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- PAR Processing
— Action Table Setup
— Hire Employee
— MMA Dynamic CPDF File
Process
— MMA Status CPDF File
Process
- Org Structure Mass
Change
— Update Reports To
— Mass Reports to Update
- Address Processing
— Adjudication Information
— Schools

— Applicant Hire

— LC Initiate PAR

— LC Approve PAR
— Who has the FAR

— Update Applied Action
— Correct Applied Action
— Cancel Applied Action
— History Override
— Update NFC Flags
— Create New Oprid
— Emplovee Password Rese]
— Mass Actions
- Departmental Transfer
— Employee Security
Clearance
[> Position Management
[> Payroll Documents
[ HR Reports
[> Recruiting
[> Payroll Processing
[> Training Administration
[> Manage Performance
[ Mon-Employee Processing
[> Time and Labor
[> Morth American Payroll
[> Global Payrall
[> Payroll Interface
[> Workforce Development
[> Organizational Development
[» Enterprise Learning
[> Pension

[+ 1 ahnr Bolati

Stackhouse,Tracey F Library of Congress

Sign out

Mew Window | Help | Customize Page | B

Job

Data Control_§ Personal Data

| Position | Compensation | Employment1 | Employment2 | BenefitData |

View All SING Errors

SMITH,GREGORY A EmpllD: 077777 EmplRcd# 0

Personal Data

Effective Date: 09/01/2008 Transaction# /Seq 1 PAR Status: Processed by Human Resources

NOA Code: 780 Action Type:  Data Change Empl Status:  Active

First: IGREGOR\" Middle: A

Last [smrrH Suffix: M

Name: SMITH,GREGORY A

Pref First Name

52
@ -

Gender: @ Male © Female ~Country: USA United States

Draft Status: Citizenship: 1@ UsCitizenNaturalization
“Date of Birth:; 0610311953 [

Disability Code: 05 < Ng Handicap RHO: E & white

Date of Death:

Additional Birth Infa Address Info Phone Mors Veterans Info Marital Infg Education Details

Country: USA O *“TypelDescription: PR - ssn:  [507-60-6688

B save | L Return to Search | Previous tab Mext tab U e/D | Z Include History | [EF Correct History

Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employment 2 | Benefit Data

m

Step

Action

19.

Click the Veterans Info link.

eterans Infol
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- PAR Processing
— Action Table Setup
— Hire Emplovee
— MMA Dynamic CPDF File

Stackhouse,Tracey F Library of Congress

Veterans Info

Wiorklist [ _MultiChannel Console | Add to Favorites | Sign out

New Window | Help | Customize Page | (&,

Process

Status CPDF File
Process
— Org Structure Mass
Change
— Update Reports To

— Address Processing

— Schools

— Applicant Hire
— LC Initiate PAR

— LC Approve PAR
Nho h Al

— Mass Reports to Update

— Adjudication Information

Veterans Preference:

Veterans Status: Mot a Veteran

vI

Mot Applicable -

IIJnifon'rled Service:

Military Separation Status:

Mone b

-

Military Grade:

Eﬂl | End Date:

IMiI\Iary Service Start Date:

blesenre Category: Mone

Creditable Military Service: 0000

|\."etera||s Preference RIF  MNon-Vetern ~ |

[”] Notify Military Pay Center

— Update App Action
— Correct Applied Action
— Cancel Applied Action
— History Override
— Update NFC Flags
— Create New Oprid
— Emplovee Password Rese]
— Mass Actions
- Departmental Transfer
— Employee Security
Clearance
[> Position Management
[> Payroll Documents
[ HR Reports
[> Recruiting
[> Payroll Processing
[> Training Administration
[> Manage Performance
[ Mon-Employee Processing
[> Time and Labor
[> Morth American Payroll
[> Global Payrall
[> Payroll Interface
[- Workforce Development
[> Organizational Development
[» Enterprise Learning
[> Pension

[+ 1 ahnr Bolati

[Tl military Service Verified
["] Disabled Veteran

OK Cancel

Step

Action

20.

Click the green book icon to view changes on the Veterans Info page.

Uniformed Service . Military Branch Uniformed Field name changed.
Service
Military Service Start Mot Available MNew Enter the date when the
Date employee started military
service.

End Date @ | DateRetired End Date Field name changed.
Military

Reserve Category . Uniform Service | Reserve Field name changed.
Status Category

Veterans Preference | Value selected Drop-down menu | Change in selecting values.

RIF from drop-down changedto a
menu checkbox.
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- PAR Processing

— Action Table Setup

— Hire Emplovee

— MMA Dynamic CPDF File

Veterans Info

Stackhouse,Tracey F Library of Congress

Mew Window | Help | Customize Page | B,

Process

— MMA Status CPDF File
Process

— Org Structure Mass
Change

— Update Reports To

— Mass Reports to Update

- Address Processing

— Adjudication Information

— Schools

— Applicant Hire

— LC Initiate PAR

— LC Approve PAR
— Who has the FAR

— Update Applied Action
— Correct Applied Action
— Cancel Applied Action
— History Override
— Update NFC Flags
— Create New Oprid
— Emplovee Password Rese]
— Mass Actions
- Departmental Transfer
— Employee Security
Clearance
[> Position Management
[> Payroll Documents
[ HR Reports
[> Recruiting
[> Payroll Processing
[> Training Administration
[> Manage Performance
[> Mon-Employee Processing
[> Time and Labor
[> Morth American Payroll
[> Global Payrall
[- Payroll Interface
[- Workforce Development
[> Organizational Development
[- Enterprise Learning
[> Pension

[+ 1 ahnr Bolati

Veterans Preference:
Veterans Status:
Uniformed Service:
Military Separation Status:
Military Service Start Date:

Reserve Category:

Veterans Preference RIF

Creditable Military Service:

O -

Mot a Veteran

Mot Applicable

B

-

-

Military Grade: -

End Date: B

Mone

0000

Mon-Vetern -

[”] Notify Military Pay Center
[Tl military Service Verified
["] Disabled Veteran

OK Cancel

Step

Action

21.

Click the OK button.
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Sign out

- PAR Processing -
— Action Table Setup

— Hire Employee = -
— WMA Dynamic GEDE File Data Control | Personal Data % Job | Position | Compensation | Employment1 | Employment2 | BenefitData |

Process i View All SING Errors
A Status CPDF File
Process SMITH,GREGORY A EmpllD: 077777 Empl Red# 0
- Org Structure Mass Personal Data
Change
- Update Reports To Effective Date: 09/01/2008 Transaction# /Seq 1 PAR Status: Processed by Human Resources
~ Mass Reports to Undate NOACode: 780 Action Type:  Data Change Empl Status:  Active
- Address Processing
— Adjudication Information
— Schools
— Applicant Hire
— LC Initiate PAR

Mew Window | Help | Customize Page | B

First: IGREGOR\" Middle: A

~ LG Apnrave PAR Last: [stTH Suffix: -
— Who has the PAR

HR Proc g Name: SMITH,GREGORY A
~ Undate Applied Acfion i Pref First Name
— Correct Applied Action
— Cancel Applied Action
— History Override @ Mal O F | =
— Update NFC Flags Gender: @ Male L remale “Country: USA United States
— Create New Oprid Draft Status: A
— Emplovee Password Rese]
_ Mass Acions “Date of Birth:; 0610311953 [
- Departmental Transfer N
~ Employee Security Disability Code: 05 < ng Handicap RHO: E & white
Clearance
[> Position Management
[> Payroll Documents

m

Citizenship: 1 @ USCitizen/Naturalization

Date of Death:

[ HR Reports
[ Recruiting | 4
[ Payroll Processing Additional Birth Info Address Info Phone Mors Veterans Info  Marital Info Education Details
I Training Administration
[> Manage Performance l—
. intion: PR - . -B0-
[ Non-Employee Processing Country: USA Q *Type/Description: SSH: ZUTEELEEET

[> Time and Labor

[> Morth American Payroll
[> Global Payrall

[> Payroll Interface

[ Workforce Development & save | L\ Return to Search | Previous tab Next tab Upds 2y | /2 Include History | [& Correct History

[> Organizational Development N _

[ Enterprise Learning Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employment 2 | Benefit Data |
[> Pension

[+ 1 ahnr Bolati

Step Action
22, Click the Job tab.
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- PAR Processing
— Action Table Setup
— Hire Employee
— MMA Dynamic CPDF File
Process

- Org Structure Mass
Change

— Update Reports To

— Mass Reports to Update

- Address Processing

— Adjudication Information

— Schools

— Applicant Hire
— LC Initiate PAR
— LC Approve PAR

— Update Applied Action
— Correct Applied Action
— Cancel Applied Action
— History Override
— Update NFC Flags
— Create Mew Oprid
— Emplovee Password Rese]
— Mass Actions
- Departmental Transfer
— Employee Security
Clearance
[> Position Management
[> Payroll Documents
[ HR Reports
[> Recruiting
[> Payroll Processing
[> Training Administration
[> Manage Performance
[ Mon-Employee Processing
[> Time and Labor
[> Morth American Payroll
[> Global Payrall
[> Payroll Interface
[> Workforce Development
[- Organizational Development
[> Enterprise Learning
[> Pension

[+ 1 ahnr Bolati

Stackhouse,Tracey F Library of Congress

Sign out

New Window | Help | Customize Page | (&,

/[ DataControl | PersonalData |* Job Y Posiion | Compensation | Employment1 ' Employment2 | BenefitData |
i View All SING Errors
SMITH GREGORY A. EmplID: 077777 Empl Red# 0
Effective Date: 09/01/2008 Transaction# /Seq 1 PAR Status: Processed by Human Resources
+
NOA Code: 780 Action Type: Data Change Empl Status:  Active =
Position: 90146931 QU g|-1410- 00 CHIEF, MBRS I Position Management Record I
NFC Position# 0popsze2  _REMesh Position Data ™/ Position Override 1
Job Code: 053636 SL- 1410- 00 CHIEF, MBRS
Master RCD# 012488
Agency: LC Library of Congress Losing/Gaining Dept.: Q
Sub-Agency: AE Library of Congress
Business Unit: LOC Library of Congress
Department: 925880 MOTION FIC, AE4020001200000000
BROADCASTINGERECOR -
Location: 510690047 CULPEPER, VA AE402000120000000] 22R20mental Hierarchy
Tax Location: Detal
MFC Job Infomation I

Previous Class Action

Previous Sub-Agency

Step

Action

23.

Click the green book icon to view changes on the Job page.

Position . Posn Mgmt Position Field name expanded.

Management Red Management

Record Record

Departmental . Dept Departmental Link name expanded.

Hierarchy Link Hierarchy Hierarchy

DetailLink @ | Detail Info Detail Link name shortened.

FY Mot Available | New Located to the right of Tax Location
field.

NFC Job Mot Available | New Displays the NFC Job Information

Information Link page.

Previous Class Prev Class Previous Class | Field name expanded.

Action . Actn Action
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racey F Library of Congress

Sign out

- PAR Processing -
- Action Table Setup
— Hire Employee
- MMA Dynamic CPDF File
Process i View All SING Errors
- MMA Status CPOF File
Process SMITH,GREGORY A EmpliD: 077777 Empl Rcd#: 0
— Org Structure Mass
Change
- Update Reports To
— +
lass Reports to Undate NOA Code: 780 Action Type:  Data Change Empl Status:  Active =
— Address Processing
— Adjudication Information
- Schools Position: 90146931 A g-1410- 00 CHIEF, MBRS Position Management Record

— Applicant Hire

Mew Window | Help | Customize Page | B

/[ DataControl | PersonalData |* Job Y Posiion | Compensation | Employment1 ' Employment2 | BenefitData |

Effective Date: (09/01/2008 Transaction# /Seq 1 PAR Status: Processed by Human Resources

m

| 5] position Overri
it Refresh Position Data sition Override
- LC Initiate PAR NFC Position# 00005262

~ LC Approve PAR )
— Who has the PAR Job Code:

053636 SL- 1410- 00 CHIEF, MBRS
Master RCD# 012488

HR Proc g
— Update Applied Action E
— Correct Applied Action
— Cancel Applied Action
— History Override Agency: Lc Library of Congress Losing/Gaining Dept.: Q
— Update NFC Flags
- Create Mew Oprid Sub-Agency: AE Library of Congress
— Emplovee Password Reset
— Mass Actions Business Unit. LOC Library of Congress
— Depanmental Transter .

- Efﬂ e;;trzzrgaelczrr?nsfer Department: 925880 MOTION PIC, AE4020001200000000

Employee Securitv BROADCASTINGERECOR

Clearance "
it ion: Departmental H hy
[ Position Management Location: 510690047 CULPEPER, VA AE4020001200000000 epartmental Hierarc!
Detail

[> Payroll Documents

P Tl NFC Job Infomation
[> Recruiting |4
[> Payroll Processing
[> Training Administration Previous Class Action -
[ Manage Performance R
[> Non-Employee Processing Previous Sub-Agency Q
[> Time and Labor

[> Morth American Payroll

[> Global Payrall

[> Payroll Interface

[> Workforce Development

[> Organizational Development
[> Enterprise Learning

[> Pension

[ 1 ahnr Paolati

Tax Location: FY: 2009

Step Action
24, Click the NFC Job Information link.

NFC Job Infomat
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- PAR Processing -

— Action Table Setup

— Hire Employee

— MMA Dynamic CPDF File
Process

— MMA Status CPDF File
Process Previous Sub-Agency: T

- Org Structure Mass -Agency L
Change Classification Action Code: -

- Update Reports To ) .

- Mass Reports to Update Retained Occup Function: h

— Address Processing ined Occup Series: a

— Adjudication Information

— Schools

— Applicant Hire

= LC Initiate PAR LI Coverage Amt (In Thousands):

— LC Approve PAR

— Who has the PAR TSP Eligibility: 9 CURRENTLY PARTICIPATING OR HAS PARTICIPATED IN TSP -

Mew Window | Help | Customize Page | B,

NFC Job Information

— Update Applied Action £
— Correct Applied Action
— Cancel Applied Action Annual Leave Category: S Hours - Leave Earning Status
— History Override .
— Update NFC Flags Salary Share Code: Mot Applicable - || Annual Leave 45-Day Indicator
~ Lreate New Cprid COLA/Post Differentiak ~ None -

— Emplovee Password Rese]
- Mass Actions Special Employee Pay Code: NOT APPLICABLE v
- Departmental Transfer
- Emplovee Security VWage Board Shift Rate:

Clearance Quarters Deduction Code: - Quarters Deduction Amount:
[> Position Management

[ Payroll Documents oK Cancal
I HR Reports _ ok | cancal |

[> Recruiting |4
[> Payroll Processing

[> Training Administration

[> Manage Performance

[ Mon-Employee Processing
[> Time and Labor

[> Morth American Payroll

[> Global Payrall

[> Payroll Interface

[> Workforce Development

[> Organizational Development
[» Enterprise Learning

[> Pension

[+ 1 ahnr Bolati

Step Action

25. Click the green book icon to view fields on the NFC Job Information
page.
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Previous Sub-Agency Employee's previous sub-agency displays oris selected.

Classification Action Code Classification action code displays oris selected.

Retained Occup Function Retained occupational function displays oris selected.

Retained Occup Series Retained occupational series displays oris selected.

LI Coverage Amt (In LI coverage amount displays oris entered.

Thousands)

TSP Eligibility TSP eligibility value displays orit selected.

Annual Leave Category Annual leave value displays oris selected.

Leave Eaming Status Indicates employee's eaming status is active when checkbox is
active.

Salary Share Code Salary share code displays oris selected.

Annual Leave 45-Day Indicator | Indicates annual leave 45-day is active when checkbox is active.

COLA/Post Differential COLA/Differential value displays oris selected.

Special Employee Pay Code Special employee pay code displays oris selected.

Wage Board Shift Rate Wage board shift rate displays oris entered.

Quarters Deduction Code Quarters deduction code displays oris selected.

Quarters Deduction Amount Quarters deduction amount displays oris entered.
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- PAR Processing -
— Action Table Setup
— Hire Employee

~ MMA Dynamic CPDF File NFC Job Information

use,Tracey F Library of Congress

— Adjudication Information

Process BN i Information
— MMA Status CPDF File
Process Previous Sub-Agency: T
- Org Structure Mass Agency e
Change Classification Action Code:
- Update Reports To ] -
- Mass Reports to Update Retained Occup Function: M
- Address Processing Occup Series: a,

Mew Window | Help | Customize Page | B,

— Schools

— Applicant Hire
— LC Initiate PAR
— LC Approve PAR

LI Coverage Amt (In Thousands):

‘

— Who has the FAR

TSP Eligibility:

9 CURRENTLY PARTICIPATING OR HAS PARTICIPATED IN TSP -

— Update Applied Action E
— Correct Applied Action
— Cancel Applied Action
— History Override

Annual Leave Category: 8Hours -

]
g

Salary Share Code: Not Applicable

— Update NFC Flags

-

— Create New Oprid

if ial: MNone
~ Emplovee Password Reset COLAfPost Differential:

Leave Earning Status
[l annual Leave 45-Day Indicator

— Mass Actions
- Departmental Transfer
— Employee Security

Special Employee Pay Code; NOT APPLICABLE
Wage Board Shift Rate:

[> Payroll Processing

[> Training Administration

[> Manage Performance

[> Mon-Employee Processing
[> Time and Labor

[> Morth American Payroll

[> Global Payrall

[+ Payroll Interface

[> Workforce Development

[> Organizational Development
[- Enterprise Learning

[> Pension

[+ 1 ahnr Bolati

M ‘Quarters Deduction Code: - ‘Quarters Deduction Amount:
[> Position Mar it
[> Payroll Documents oK I |
[ HR Reports _I ﬂl
[> Recruiting L4

Step Action

26. Click the OK button.
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Stackh F

ouse, Tracey

D

= PAR Processing -
— Action Table Setup

— Hire Emplovee

— MMA Dynamic CPDF File

Process i View All SINQ Errors
— WMA Status CPDF File

Process SMITH,GREGORY A EmpliD: or7TeT Empl Red#: 0
— Org Structure Mass
Change
— Update Reports To Effective Date: 09/01/2008 Transaction# /Seq 1 PAR Status: Processed by Human Resources
~ Mass Reports to Update NOACode: 730 Action Type:  Data Change Empl Status:  Active =
— Address Processing
— Adjudication Information

— Schools LEO Position: Mot Applicable SF-113G Ceiling  *Regular shift: | MotApplicable
— Applicant Hire ) .
— LC Initiate PAR POL: |U103 Q Library of Congress Rate [ Factor:

— LC Approve PAR -
~ \Who has the PAR Pay Group: NFC NFC Biweekly |

VWorklist | _BultiChannel Consol

Sign out

New Window | Help | Customize Page | 15

| DataControl | PersonalData ¥ Jeb | Positien Y Compensation | Employment1 | Employment2 | Benefit Data

Position Data Find |

Pay Frequency: i |HOIida Schedule:  FHL Q
— Update Applied Action y Frequency. BiweeklyB y FED Holiday Schedule

— Carrect Applied Action . Type Appt: Excepted-Permanent, SES-NonCar -

~ Cancel Applied Adiion Work period: B R

— History Override Posn Occupied: Excepted

— Update MFC Flags | .

_ Creats New Oprid Employee Type: 8 R Salaried Work Schedule:

— Employee Password Reset Fund Source 014200 * . Exmpt - i Primary -

— Mass Actions h FLSA Status: -Job Indicator:

— Deparimental Transfer mployee NotApplicanle = Adds to FTE Actual Count

— Emplovee Security Classification:

Clearance Standard Hours: 40.00 FTE:

[» Position Management .
b Payroll Documents —  Supenvisorleve:
Special Position Q.
Code

Full Time -

[> Payroll Processing

[> Training Administration
[- Manage Performance B save | &\ Return to Search | Previous tanl MNext tab Upd
[» Non-Employee Processing
[ Time and Labor Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employment 2 | Benefit Data
[> Morth American Payroll

[ Global Payroll

[ Payroll Interface

[> Workforce Development

[ Organizational Development
I> Enterorise Learnina

olay | £ Include History | [E# Correct History

[# € Internet | Protected Mode: On ®100% ~
Step Action
217. Click the green book icon to view additions and changes on the Position
page.
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4

ShiftRate @ | shitt Rate/Factor Field name modified.
Rate/Factor:
Pay Group . Display-only | Displays default | Displays default value but different
field value can be entered in this field.
Holiday Schedule Search by Search by Holiday Schedule is now maintained
. drop-down | magnifying onits own unigue table. Holiday
arrow glass Schedule and fields located below

Holiday Schedule have been moved
down one line on the page.

Earnings Program | Not New Display only field.

Available
Special Position Not New Describes a position an employee
Code Available holds which has special retirement

calculation rules.

Live Search L -
—_— - . »
e [/_fé HR Processing l 1 ﬁ - - b = |=bPage v ()} Tools +

Stackhouse, Tracey F Library of Congress

Errow IR0

= PAR Processing -
— Action Table Setup
- Hire Emplovee
— MMA Dynamic CPDF File
Process
Status CPDF File

Home | Worklist | MultiChannel Console

New Window | Help | Customize Page | 5,

/ DataControl ) PersonalData }°  Jeb  |" Position Y Compensation | Employment1 " Employment2 | BenefitData |
View All SINQ Errors

SMITH,GREGORY A EmpllD: 077777 EmplRcd#: 0

— Org Structure Mass
Change

— Update Reports To Effective Date: 09/01/2008 Transaction# /Seq 1 PAR Status: Processed by Human Resources

— Mass Reporis to Qg-:‘ate NOA Code: 780 Action Type:  Data Change Empl Status: Active =

— Address Processing

- Adjudication Information N

— Schools LEO Position: Mot Applicable [V] SF-113G Ceiling  =Reguiar shift: | Mot Applicanle

— Applicant Hire ., .

— LC Initiate PAR POL: 0103 Q Library of Congress Rate / Factor:

— LC Approve PAR X

— Who has the PAR Pay Group: NFC NFC Biweekly

m

Pay Frequency: B Holiday Schedule: FHL 5 FED Holiday Schedule

n

— Update App Action
— Correct Applied Action . Type Appt: Excepted-Permanent, SES-NonCar -
— Cancel Applied Action Work Period: B Q

— History Override Posn Occupied: Excepted

— Update NFC Flags (8 . .

— Create Mew Oprid Employee Type: S X g pzrieq Work Schedule: Full Time -

— Employee Password Rese| Fund Source 014200

— Mass Actions

- Departmental Transfer Employee

— Emplovee Security Classification:

Clearance Standard Hours: 40.00 FTE:

[ Position Management
[> Payroll Documents Supervisor Level:
[ HR Reports
[> Recruiting
[> Payroll Processing [ save | A Return to Search Previous tab Next tab ] Include History ‘ [E# Correct History |
[> Training Administration
[ Manage Peformance Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employment 2 | Benefit Data

[> Mon-Employee Processing
[: hn

*FLSA Status: Exmpt *Job Indicator: Primary -
Mot Applicable - Adds to FTE Actual Count
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Step

Action

28.

Click the Compensation tab.

= PAR Processing
— Action Table Setup
— Hire Emplovee

Process

— MMA Status CPDF File
Process

— Org Structure Mass
Change

— Update Reports To

— Address Processin

— Schools

— Applicant Hire
— LC Initiate PAR

— LC Approve PAR
R

g
— Update Applied Action
— Correct Applied Action
— Cancel Applied Action
— History Override
— Update NFC Flags
— Create New Oprid

— Mass Actions
— Deparimental Transfer
— Emplovee Security
Clearance
[» Position Management
[ Payroll Documents
[- HR Repors
[ Recruiting
[> Payroll Processing
[ Training Administration
[ Manage Performance

[> Time and Labor

[> Morth American Payroll
[» Global Payroll

[ Payroll Interface

[> Waorkforce Development

I Enterorise Learning

— MMA Dynamic CPDF File

— Mass Reports to Update

— Adjudication Information

— Employee Password Reset|

[» Non-Employee Processing

Stackhouse, Tracey F Library of Congress

\Worklist | WultiChannel Conscle

Add to Favorites

- Mew Window | Help | Customize Page | &

| DataControl | PersonalData ¥ Jeb | Position | Compensation { Employment1 | Employment2 | Benefit Data

[Compensation Data

Effective Date: 09/01/2008 Transaction# /Seq 1 PAR Status: Processed by Human Resources

NOA Code: 780 Action Type:  Data Change Empl Status:  Active

Pay Rate Determinant;  RegularRate-0 hd Pay Basis: Per Annum

Pay Plan [*Table/Grade: |[SL D000 00 Step: 0L IStep Entry Date: [ I
Step: Grade Entry Date: 06/15/2003 [5

m

|\|'ariable FT Reg Tour of Duty |

b View All SINQ Errors
SMITH,GREGORY A EmpllD: 077777 Empl Rcd#: 0

Retention Rights End Date El
Retained Occ Series Code Q
Retained Occ Functional Code Mot Applicable -
Retained Pay Table Retained Grade
4 Base Pay: 134,128.00 Compensation Frequency: Annual

Locality: 24 372.00 Annuity Offset Amount:

Adjusted Base Pay: o Benefit Base Override FEGLI Base:

Total Pay:
Expected Pay Accounting Info
& save | /2 Return to Search Previous tab Next tab Update:

zpla | Al Include History | [E# Correct History

[» Organizational Development Data Control | Personal Data | Job | Pesition | Compensation | Emplovment 1 | Emplovment 2 | Benefit Data

Sign out

mn

E o Internet | Protected Mode: On

H100% -

Step

Action

29.

Click the green book icon to view additions and changes on the
Compensation page.
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@ Field Impac‘t

Step Entry Date Mot Defaults to current date.

Available
Variable FT Reg Tour | Mot MNew Mumber of hours in a hypothetical full-
of Duty Available time regular biweekly tour of duty that

would apply to a part-time schedule if
he or she were full-time. (Usually 80

hours.)
Quoted Pay Section | Not New Contains the remaining fields from 8.8
Available onthe Compensation page.
Other Pay Other Pay Other Pay Link name expanded.

Information Link . Information

Stackhouse Tracey F Library of Congress

Worklist | _MultiChannel Console | Add to Favorites | _Sign out

= PAR Pracessing - Mew Window | Help | Customize Page | .5}
— Action Table Setup ! ! %
— Hire Employee
— MMA Dynamic CPDF File

Process
T View All SINQ Errors

)4 Status CPDF File View All SINQ Errors
Process SMITH,GREGORY A EmpllD: 077777 Empl Rcd#: 0

— Org Structure Mass
Change [Compensation Data

— Update Reports To Effective Date: (00/01/2008 Transaction# Seq 1 PAR Status: Processed by Human Resources

— Mass Reports to Update =

— Address Processing NOA Code: 780 Action Type:  Data Change Empl Status:  Active

- ._|—gf:#0dollcsahun Ll Pay Rate Determinant: RegularRate -0 h Pay Basis: Per Annum

— Applicant Hire Pay Plan [*Table/Grade: step: 0L Step Entry Date: [5

— LC Initiate PAR

~ LC Approve PAR Rtnd PPITable/Grade: Step: Grade Entry Date: 051572003 £

Variable FT Reg Tour of Duty

| Data Contrel | PersonalData ¥ Job | Positien | Compensation { Employment1 | Employment2 | Benefit Data

— Update Applied Action
— Correct Applied Action
— Cancel Applied Action
— History Override Retention Rights End Date El
— Update MFC Flags
— Create New Oprid Retained Occ Series Code Q
— Employee Password Resetl . "
— Mass Acions Retained Occ Functional Code Not Applicable -
— Deparmental Transfer Retained Pay Table Retained Grade
— Emplovee Security
Clearance
[» Position Management
> Payroll Documents L4 Base Pay: 134,128.00 Compensation Frequency: Annual

'; g:‘cie”?:;s Locality: 24372.00 Annuity Offset Amount:
[+ Payroll Processing Adjusted Base Pay: "I Benefit Base Override FEGLI Base:
[> Training Administration
[> Manage Performance Total Pay:
[» Non-Employee Processing
[> Time and Labor Other Pay Information Expected Pay Accounting Info
[> Morth American Payroll
[> Global Payroll

[> Payrall Interface & save | [\ Return to Search Previous tab Next tab ‘ ] Include History | [E# Correct History
[> Workforce Development
[> Organizational Development Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employment 2 | Benefit Data

I> Enterprise Learning i T

[# € Internet | Protected Mode: On H100% ~

mn

Step Action

30. Click the Other Pay Information link.

Piher Pay Information]
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o F R

[ PAR Processing

— Action Table Setup

— Hire Employee

— MMA Dynamic CPDF File
Process

— MMA Status CPDF File
Process

— Org Structure Mass
Change

— Update Reports To

— Mass Reports to Update

— Address Processing

— Adjudication Information

— Schools

— Applicant Hire

— LC Initiate PAR

— LC Approve PAR
— Who has the PAR

HR Proce
— Update Applied Action
— Correct Applied Action
— Cancel Applied Action
— History Override
— Update NFC Flags
— Create New Oprid
- Emplovee Password Rese]
— Mass Actions
- Departmental Transfer
— Employee Security
Clearance
[> Position Management
[> Payroll Documents
[ HR Reports
[> Recruiting
[ Payroll Processing
[> Training Administration
[> Manage Performance
[ Mon-Employee Processing
[> Time and Labor
[> Morth American Payroll
[> Global Payrall
[> Payroll Interface
[> Workforce Development
[> Organizational Development
[> Enterprise Learning

[ Pension
I: | shar Baolati

Stackhouse,Tracey F Library of Congress

Worklist | MultiChannel Console | _Add to Favorites | _Sign out

New Window | Help | Customize Page | B

Other Pay Information

First [4] 10f 1 ] Last

ymize | Find |

Quoted Annualized pect
uoted Annualized Ex| ed Amount

Amount

Step

Action

31.

The Pay Period Amount field was removed in EmpowHR 9.0.
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Stackhouse,Tracey F Library of Congress

[~ P’}\F;PVUCTESD‘Ti”g . - New Window | Help | Customize Page | &,

— Action Table Setup

— Hire Employee

— MMA Dynamic CPDF File
Process

— MMA Status CPDF File
Process

- Org Structure Mass
Change Earnings Code Description

— Update Reports To —_—

- Mass Reports to Update 1 Q =

- Adoress Processing -

— Adjudication Information

— Schools

— Applicant Hire

— LC Initiate PAR

— LC Approve PAR

— Who has the FAR OK Cancel

— Update Applied Action
— Correct Applied Action
— Cancel Applied Action
— History Override
— Update NFC Flags
— Create New Oprid
— Emplovee Password Rese]
— Mass Actions
- Departmental Transfer
— Employee Security
Clearance
[> Position Management
[> Payroll Documents
[ HR Reports
[> Recruiting |4
[ Payroll Processing
[> Training Administration
[> Manage Performance
[ Mon-Employee Processing
[> Time and Labor
[> Morth American Payroll
[> Global Payrall
[> Payroll Interface
[> Workforce Development
[> Organizational Development
[» Enterprise Learning
[> Pension

[+ 1 ahnr Bolati

Other Pay Information

Quoted Annualized
Amount

m

Step Action
32. Click the OK button.
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= PAR Processing

— Action Table Setup

— Hire Emplovee

— MMA Dynamic CPDF File
Process

— MMA Status CPDF File
Process

— Org Structure Mass
Change

— Update Reports To

— Mass Reports to Update

— Address Processing

— Adjudication Information

— Schools

— Applicant Hire

— LC Initiate PAR

— LC Approve PAR
— Who has the PAR

— Update Applied Action
— Correct Applied Action
— Cancel Applied Action
— History Override
— Update MFC Flags
— Create New Oprid
— Employee Password Resef]
— Mass Actions
— Deparimental Transfer
— Emplovee Security
Clearance
[» Position Management
[ Payroll Documents

[> Payroll Processing

[> Training Administration

[ Manage Performance

[» Non-Employee Processing
[> Time and Labor

[> Morth American Payroll

[> Global Payroll

[ Payroll Interface

[> Workforce Development

[ Organizational Development
I> Enterorise Learnina

Stackhouse, Tracey F Library of Congress

VWorklist | MultiChannel Conscle | _Add to Favorites

New Window | Help | Customize Page | \&

| DataControl | PersonalData ¥ Jeb ' Positien | Compensation { Employment1 | Employment2 | Benefit Data

View All SINQ Errors

SMITH,GREGORY A. EmpliD: 077777 EmplRcd#: 0

[Compensation Data

Effective Date: (00/01/2008 Transaction# Seq 4 PAR Status: Processed by Human Resources
. . . . ) =
NOA Code: 780 Action Type:  Data Change Empl Status:  Active
Pay Rate Determinant: Regular Rate -0 hd Pay Basis: Per Annum
Pay Plan [*TablelGrade: |SL step: 0 QU Step Entry Date: [
. - 06M5/2003

Rtnd PPITable/Grade: Step: Grade Entry Date: B
Variable FT Reg Tour of Duty

Retention Rights End Date El

Retained Occ Series Code Q

Retained Occ Functional Code Mot Applicable -

Retained Pay Table Retained Grade

Base Pay: 134,128.00 Compensation Frequency:

Annuity Offset Amount:

Annual
Locality: 24.372.00

Adjusted Base Pay:

Il Benefit Base Override FEGLI Base:

Total Pay:
Other Pay Information Expected Pay Accounting Info
& save | [\ Return to Search Previous tab Next tab Update/Displa | 2 Include History | [E# Correct History

Data Control | Personal Data | Job | Pesition | Compensation | Emplovment 1 | Emplovment 2 | Benefit Data

Sign out

mn

[# € Internet | Protected Mode: On ®100% ~

Step

Action

33.

Click the Employment 1 tab.
| Employment 1 |
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Stackhouse,Tracey F Library of Congress

Sign out

- PAR Processing -

— Action Table Setup

— Hire Employee

— MMA Dynamic CPDF File
Process i View All SING Errors

— MMA Status CPDF File
Process SMITH,GREGORY A. EmpllD: 077777 Empl Red#: 0

- Org Structure Mass
Change

— Update Repors To Effective Date: (09/01/2008 Transaction# /Seq 1 PAR Status: Processed by Human Resources

— Mass Reports to Update . =

— Address Processing NOA Code: 780 Action Type:  Data Change Empl Status:  Active

— Adjudication Information

— Schools

Mew Window | Help | Customize Page | B,

/[ DataControl | PersonalData | Job | Posiion | Compensation | Employment1 | Employment2 | Benefit Data |

EODDt  (01/08/2001 Hire NTE Dt: [0 Mand Retire Dt: [  ExpDates

— Applicant Hire
— LC Initiate PAR Rehire Dt: Separation Dt: Next Review Dt: 2 Appt Data
— LC Approve PAR

— Who has the PAR

Leave: 01/08/2001 [ Retire: 011082001 5 | | conv Begin Date:

— Update Applied Action = RE: 01/08/2001 [31) Tsp: 011312002 [ | | career Tenure Date: ]
— Correct Applied Action
— Cancel Applied Action SevPay: 010872001 [
— History Override
— Update NFC Flags
— Create New Oprid
~ Emplovee Password Resef WGl Status: ~ N/A - LastIncrease Dt 05/13/2007 [#)
— Mass Actions
- Departmental Transfer WGI Due Date: SCD-WGL: EJ
— Employee Security
Clearance

[> Position Management

[> Payroll Documents

[ HR Reports

[ Recruiting | [ save | £\Returnto Search Previous tab Mext tab U

[ Payroll Processing

[> Training Administration Data Control | Personal Data | Job | Position | Compensation | Employment 1| Employment 2 | Benefit Data

[> Manage Performance

[> Mon-Employee Processing

[> Time and Labor

[> Morth American Payroll

[> Global Payrall

[> Payroll Interface

[> Workforce Development

[> Organizational Development

[» Enterprise Learning

[ Pension
I: | ahnr Dalati

@y | A Include History | [ Correct History

Step Action

34. Click the Employment 2 tab.
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- PAR Processing
— Action Table Setup
— Hire Employee
— MMA Dynamic CPDF File
Process

Status CPDF File
ocess
- Org Structure Mass
Change
— Update Reports To
— Mass Reports to Update
- Address Processing
— Adjudication Information
— Schools
— Applicant Hire
— LC Initiate PAR
— LC Approve PAR
Nho h |

— Cancel Applied Action

— History Override

— Update NFC Flags

— Create New Oprid

— Employee Password Reset

Stackhouse,Tracey F

Library of Congress

Wyorklist | _MultiChannel Console | Add to Favorites

New Window | Help | Customize Page | (&,

| Data Control | Personal Data |’

Job

'/ Position " Compensation j Employment 1} Employment 2 | Benefit Data

SMITH,GREGORY A

Employment Data 2

EmpllD: 077777

Effective Date: 09/01/2008 Transaction# /Seq 1

HOA Code: 780

Bargaining Unit:
Union Code:
Union Anniversary Date:

Tenure:

Action Type:

Data Change

Mot in bargaining unit

Notin aretentior ~

View All SING Errors
Empl Red# 0

PAR Status:
Empl Status:

Processed by Human Resources
Active

Last Date Worked )

Begin Date: EJ
Expires Date: El

— Mass Actions
- Departmental Transfer
— Emplovee Security
Clearance
[> Position Management
[> Payroll Documents
[ HR Reports
[> Recruiting
[> Payroll Processing
[> Training Administration
[> Manage Performance
[ Mon-Employee Processing
[> Time and Labor
[> Morth American Payroll
[> Global Payroll
[> Payroll Interface
[> Workforce Development

Emp Probation Period Date

01/08/2001 [5

SupviMgr Prob Period Reqrd Mot Required -
SupviMgri Prob Period Date [

Salary Share Code MotApplicable -

Coop Share Amt

Coop Overtime Rate
Coop Holiday Rate

Probation Dates | Mon Pay Data | |Secuntv|nfo |

Main Content

Sign out

m

[- Organizational Development & save | /2 Returnto Search Previous tab Hext tab | Al Include History | [EF Correct History |

[» Enterprise Learning B
> Pension P U P S PP RS

I: | ahnr Dalati adi [ e

35.

Click the green book icon to view additions and changes on the
Employment 2 page.

Phone Mbrs Link Available Removed This link is no longer available.
Security Info Link . Available Available This link was moved to the bottom
of the page.
Mon Pay Data Link Mot Available MNew This new link allows MNon Pay Data
page to display.
Emp Probation Employee Emp Field name shortened.
Period Date Probation Probation
Period Date Period Date
Supv/Mgr Prob Supervisor/Ma | Supv/Mgr Field name shortened.
PeriodReqrd (@) | nagerial Prob | Prob Period
Period Reqgrd
Supv/Mgr Prob Supervisor/Ma | Supv/Mgr Field name shortened.
Period Date @ | nagerial Prob | ProbPeriod
Period date Date
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D

[ PAR Processing

— Action Table Setup

— Hire Emplaovee

— MMA Dynamic CPDF File
Process

— MMA Status CPDF File
Process

— Org Structure Mass
Change

— Update Reports To

— Mass Reports to Update

— Address Processing

— Adjudication Information

— Schools

— Applicant Hire

— LC Initiate PAR

— LC Approve PAR
— Who has the PAR

— HR Proce
— Update Applied Action
— Correct Applied Action
— Cancel Applied Action
— History Override
— Update NFC Flags
— Create New Oprid
- Emplovee Password Rese]
— Mass Actions
- Departmental Transfer
— Emplovee Security
Clearance
[> Position Management
[> Payroll Documents
[ HR Reports
[> Recruiting
[> Payroll Processing
[> Training Administration
[> Manage Performance
[ Mon-Employee Processing
[> Time and Labor
[> Morth American Payroll
[> Global Payroll
[> Payroll Interface
[> Workforce Development
[> Organizational Development
[> Enterprise Learning
[> Pension

m

Stackhouse,Tracey F Libr:

of Congress

Add o Favorites

New Window | Help | Customize Page | B

/ Data Control | PersonalData /°  Job | Position | Compensation } Employment1 | Employment 2 " Benefit Data
View All SING Errors
SMITH GREGORY A EmplD: 077777 EmplRcd# 0

Employment Dati

Effective Date: 09/01/2008 Transaction# /Seq 1 PAR Status: Processed by Human Resources

NOA Code: T80 Action Type:  Data Change Empl Status: Active El
Bargaining Unit: Mot in bargaining unit Last Date Worked 5

Union Code:

Union Anniversary Date: Beqin Date: [5

Tenure: Not n a retention ~ Expires Date: ]

Emp Probation Period Date

Salary Share Code MotApplicable
Coop Share Amt

& save | 2, Return to Search

Previous tab

SupviMgr Prob Period Reqrd Mot Required

01/08/2001 [£] SupviMgri Prob Period Date [E]
- Coop Overtime Rate
Coop Holiday Rate
Probation Dates MNon Pay Data Security Info

Main Content

v | & Include History | [E# Correct History |

(= Next tab A Upda

[ 1 ahar Bolati

- < |

Sign out

I ] »

1

Step

Action

36.

Click the Non Pay Data link.
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Worklist [ _MultiChannel Console | Add fo Favorites | Sign out
- PAR Processing -
— Action Table Setup
— Hire Employee
— MMA Dynamic CPDF File
Process N
— MMA Status CPDF File NOA Code:
Process R
- Org Structure Mass Expiration Date: Last Date Worked: B
Change
— Update Reports To SCD Hours: Probation Hours: Career Tenure Hours:
— Mass Reports to Update
~ Address Processing __ok | _cancel |
— Adjudication Information
— Schools
— Applicant Hire
— LC Initiate PAR
— LC Approve PAR
AR

W

Mew Window | Help | Customize Page | B

Non Pay Data

— Update Applied Action £
— Correct Applied Action
— Cancel Applied Action
— History Override
— Update NFC Flags
— Create Mew Oprid
— Emplovee Password Rese]
— Mass Actions
- Departmental Transfer
— Employee Security
Clearance

[> Position Management

[> Payroll Documents

[ HR Reports

[> Recruiting |4

[> Payroll Processing

[> Training Administration

[> Manage Performance

[ Mon-Employee Processing

[> Time and Labor

[> Morth American Payroll

[> Global Payrall

[> Payroll Interface

[- Workforce Development

[> Organizational Development

[» Enterprise Learning

[> Pension

[ 1 ahnr Paolati

Step Action

37. Click the green book icon to view fields on the Non Pay Data page.
MOA Code Mature of Action code displays, when applicable.
Expiration Date Displays expiration date, when applicable.
Last Date Worked Last Date Work displays or is entered.
SCD Hours SCD hours displays or is entered.
Probation Hours Probation hours display or is entered.
Career Tenure Hours Career tenure hgurs display or is entered.
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- PAR Processing -

— Action Table Setup

— Hire Employee

— MMA Dynamic CPDF File
Process B

— MMA Status CPDF File NOA Code:
Process R

- Org Structure Mass Expiration Date: Last Date Worked: B
Change — — —

— Update Reports To SCD Hours: Probation Hours: Career Tenure Hours:

— Mass Reports to Update

— Address Processing

— Adjudication Information

— Schools

Mew Window | Help | Customize Page | B

Non Pay Data

OK Cancel

— Applicant Hire

— LC Initiate PAR

— LC Approve PAR
— Who has the FAR

— Update Applied Action =
— Correct Applied Action
— Cancel Applied Action
— History Override
— Update NFC Flags
— Create Mew Oprid
— Emplovee Password Rese]
— Mass Actions
- Departmental Transfer
— Employee Security
Clearance
[> Position Management
[> Payroll Documents
[ HR Reports
[> Recruiting L4
[> Payroll Processing
[> Training Administration
[> Manage Performance
[> Mon-Employee Processing
[> Time and Labor
[> Morth American Payroll
[> Global Payrall
[- Payroll Interface
[- Workforce Development
[> Organizational Development
[- Enterprise Learning
[> Pension

[+ 1 ahnr Bolati

Step Action
38. Click the OK button.
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Sign out

- PAR Processing -
— Action Table Setup
e [ Data Control " PersonalData /°  Job " Position | Compensation | Employment1 | Employment 2 " Benefit Data
— MMA Dynamic CPDF File

Process 1 View All SINQ Errors

MMA Status CPDF File

Process SMITH GREGORY A. EmpllD: 077777 Empl Red#: 0

- Org Structure Mass
Change

- Update Reports To Employment Data 2

— Mass Reporis to Update Effective Date: 09/01/2008 Transaction# /Seq 1 PAR Status:  Processed by Human Resources

— Address Processing ) " . . )
i udieation Information NOACode: 730 Action Type:  Data Change Empl Status:  Active =

— Schools o
— Applicant Hire Bargaining Unit:
— LC Initiate PAR

— LC Approve PAR
— Who has the PAR Union Anniversary Date: Beqin Date: [

HR Processing . Notin a retentior + i . El
— Update Applied Action Tenure: Expires Date:
— Correct Applied Action
— Cancel Applied Action
— History Override
— Update NFC Flags
— Create New Oprid
— Emplovee Password Rese]
— Mass Actions

- Departmental Transfer . B .
— Employee Security SupviMgr Prob Period Reqrd Mot Required

Clearance Emp Probation Period Date 01/08/2001 [3 SupviMgrl Prob Period Date B

[> Position Management
[> Payroll Documents

[ HR Reports

[ Recruiting | Salary Share Code MNotApplicable - Coop Overtime Rate
[> Payroll Processing .

[ Training Administration Coop Share Amt Coop Holiday Rate
[> Manage Performance
(e Probation Dates  NonPavDats  Securitvinfo
[> Morth American Payroll
[> Global Payrall

[> Payroll Interface =
[- Workforce Development
[ Organizational Development ) save | /2L Return to Search Previous tab Next tab UpdateDisplay | Include History | ¥ Correct History |
[» Enterprise Learning

I Pension L = Sy PR YR Y e Uy Y S S PP = G- G

-« Tl ] »

Mew Window | Help | Customize Page | B,

Motin bargaining unit Last Date Worked £

Union Code:

m

m

[+ 1 ahnr Bolati

Step Action
39. Click the Benefit Data tab.

40. The system name changed from I*CAMS to EmpowHR for these check
boxes.
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=)

= PAR Processing - Mew Window \ Help \ Customize Page |
— Action Table Setu
— Hire Employee -
UM Dynamic CPDF File [ DataControl | PersonalData ¥ Job | Position | Compensation | Employment1 " Employment2 | Benefit Data '

Process i View All SINQ Errors
— MMA Status CPDF File

Process SMITH,GREGORY A EmpllD: 077777 Empl Red#: 0
— Org Structure Mass Benefits Data

Change
— Update Reports To
— Mass Reports to Update NOA Code: 780 Action Type:  Data Change Empl Status:  Active
— Address Processing
— Adjudication Information
— Schools

Sign out

Effective Date: (09/01/2008 Transaction# /Seq 1 PAR Status: Processed by Human Resources

m

— Applicant Hire
— LC Initiate PAR

— LC Approve PAR

S 1-Enrolled

2-Ineligible

3-Waived

4-Eligible - Pending

6-Court Ordered-Enrolled
7-Court Ordered-Eligible Pend
&-Court Ordered-Self to Family

— Correct Applied Action
— Cancel Applied Action
— History Override

— Update MFC Flags

— Create New Oprid 5-Cancelled
— Employee Password Resef| || Transmit Blanks to NFC but Retain value in EMPOWHR
— Mass Actions FEHB Date: Bl N

— Deparimental Transfer
— Emplovee Security

Clearance
[ Position Management
I Payroll Documents TSP Eligibility 9 CURREMTLY PARTICIPATING OR HAS PARTICIPATED IN TSP -
I HR Reports
I Recruiting I [T Transmit Blanks to NFC but Retain value in EMPOWHR Explanation of TSP Eligibility Codes

[> Payroll Processing
[> Training Administration
[ Manage Performance

[» Mon-Employee Processing .

[> Time and Labor FEGLI Code: C0 Q  pasiconly

[> Morth American Payroll Post 65 Basic Life Reduction: Q,

[» Global Payroll

I Payroll Intzﬂace [l Living Benefits  Living Coverage Amount: FEGLI Coverage Amt:

[> Workforce Development

[ Organizational Development [IFEGLI Court Order

I> Enterprise Learning

EPensmn . - A Cosrds 0 Unure - AN A€ Dopn [ [Fl o -

Step Action

41. Click the scrollbar.

42. Leave Ceiling Reason field contains the reason the employee is allowed
to carry over a higher amount of leave in a non-standard personal leave
ceiling.

43. This completes HR Processing.

End of Procedure.
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Address Processing
Overview
This section demonstrates the changes and additions to Address Processing

functionality in EmpowHR 9.0.

Address Processing
This section demonstrates HR Processing.

Stackhouse,Tracey F Library of Congress

Eaipow E TR
Menu =

Search:
®

Worklist

MultiChannel Console | _Add to Favorites | Sign out

Help

[> My Favorites

[ Employee Self Senice

[> Manager Self Service

[» PAR Processing

[> Position Management

[> Payroll Documents

[ HR Reports

[> Recruiting

[ Payroll Processing

[> Training Administration

[> Manage Performance

[> Mon-Employee Processing
[> Time and Labor

[> Morth American Payroll

[> Global Payroll

[> Payroll Interface

[> Workforce Development

[- Organizational Development
[> Enterprise Learning

[> Pension

[» Labor Relations

[ Transit Subsidy

[ EmpowHR Setup Tables (HD)
[- EmpowHR User Security (HD)
[ Set Up HRMS

[> Enterprise Components

[> Worklist

[> Application Diagnostics

[> Tree Manager

[> Reporting Tools

[> PeopleTools

— Applicant Home

— Change Wy Password

— My Personalizations

— Wy System Profile

— My Dictionary

— EmpowHR Process Monitor

Step Action

1. Click the PAR Processing link.

[ PAR Processing
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= PAR

— Action Table Setup

— Hire Employee

— MMA Dynamic CPDF File
Process

— MMA Status CPDF File
Process
- Org Structure Mass
Change
— Update Reports To
— Mass Reports to Update
- Address Processing
— Adjudication Information
— Schools
— Applicant Hire
— LC Initiate PAR
— LC Approve PAR
— Who has the PAR
- HR Processing
— Update Applied Action
- Correct Applied Action
— Cancel Applied Action
- History Override
— Update NFC Flags
— Create New Oprid
— Employee Password Resef|
- Mass Actions
— Departmental Transfer
- Employee Security
Clearance
[> Position Management
[> Payroll Documents
[ HR Repaorts
[> Recruiting
[> Payroll Processing
[ Training Administration
[ Manage Performance
[> Non-Employee Processing
[> Time and Labor
[» North American Payroll
[> Global Payroll
[ Payrall Interface
[> Workforce Development
[> Organizational Development
[ Enterprise Learning
[> Pension

- Labor Relstions

Stackhouse,Tracey F Library of Congress

ﬁ PAR Processing

PAR Processing

= Action Table Setup
Action Table Setup

E“ MMA Status CPDF File Process

MMA Status CPOF File Process

Mass Reports to Update
Mass Reports to Update
Schools
Define Schools.

LC Approve PAR
LC Approve PAR

Update Applied Action
Update Applied Recs

History Override
History Override

Employee Password Reset
Employee Password Reset

Employee Security Clearance

Employee Security Clearance

= Hire Employee

Identifies details of the hire including
employee name, address, job, payroll, and
compensation details

Dr Structure Mass Change

E" Address Processin
Address Info

Eﬁ" pplicant Hire
Applicant Hire

E Who has the PAR
LC Worklist

Eﬁ" Correct Applied Action
Identifies details regarding corrections to a
personnel action

Update NFC Flags
Update NFC Flags

E" Mass Actions
Mass Actions

Edit "PAR Processing” Folder

5 MMA Dynamic CPDF File Process
MMA Dynamic CPDF File Process

Update Reports To
Update Reports To

E" Adjudication Information
Adjudication Information

Eﬁ" LC Initiate PAR
LC Initiate PAR

HR Processing
Identifies personnel action details of request
ready for human resources to process

EE" Cancel Applied Action
Identifies details regarding the cancellation of
a personnel action

E" Create New Oprid
Create New Oprid

Departmental Transfer

Step Action

2. Click the Address Processing link.
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MultiChannel Console Sign out

- PAR Processing -
— Action Table Setup
— Hire Employee
- MMA Dynamic CPDF File Address Info
Process Enter any information you have and click Search. Leave fields blank for a list of all values
— MMA Status CPDF File
Process Find an Existing Value |
— Org Structure Mass
Change

New Window | Help | B}

— Update Reports To EmpliD: begins with -
— Mass Reports to Update

Empl Red Nbr: = -

- Adjudication Information Name: begins with ~
— Schools -

— Applicant Hire Last Name: begins with -

— LC Initiate PAR
— LC Approve PAR
— Who has the PAR Sub-Agency: begins with - Q
- HR Processing
— Update Applied Action
— Correct Applied Action
— Cancel Applied Action Search |
— History Override
— Update NFC Flags
— Create Mew Oprid
— Emplovee Password Rese]
— Mass Actions
- Departmental Transfer
— Employee Security
Clearance

[> Position Management

[> Payroll Documents

[ HR Reports

[> Recruiting 1

[> Payroll Processing

[> Training Administration

[> Manage Performance

[ Mon-Employee Processing

[> Time and Labor

[> Morth American Payroll

[> Global Payrall

[> Payroll Interface

[> Workforce Development

[> Organizational Development

[» Enterprise Learning

[> Pension

[+ 1 ahnr Bolati

Social Security Number: =

[“linclude History [] Correct History [] Case Sensitive

m

Clear | Basic Search [E) Save Search Criteria

Step Action

3. Enter the desired information into the EmplID field. Enter a valid value e.g.
"O77TTT".
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- PAR Processing -
— Action Table Setup
— Hire Employee
- MMA Dynamic CPDF File Address Info
Process Enter any information you have and click Search. Leave fields blank for a list of all values
— MMA Status CPDF File
Process Find an Existing Value |
— Org Structure Mass
Change

New Window | Help | B}

— Update Repors To EmpliD: begins with ~ 077777
— Mass Reports to Update

= Empl Red Nbr: = -

- Adjudication Information Name: begins with ~
— Schools -
— Applicant Hire Last Name: begins with =
- LClnitiate PAR Social Security Number: =
— LC Approve PAR
— Who has the PAR Sub-Agency: begins with - Q
- HR Processing
~ Updsate Anplied Action =| [Dinclude History [T] Correct History [] Case Sensitive
— Correct Applied Action
— Cancel Applied Action Search |
— History Override
— Update NFC Flags
— Create Mew Oprid
— Emplovee Password Rese]
— Mass Actions
- Departmental Transfer
— Employee Security
Clearance

[> Position Management

[> Payroll Documents

[ HR Reports

[> Recruiting L4

[> Payroll Processing

[> Training Administration

[> Manage Performance

[> Mon-Employee Processing

[> Time and Labor

[> Morth American Payroll

[> Global Payrall

[- Payroll Interface

[> Workforce Development

[> Organizational Development

[- Enterprise Learning

[> Pension

[+ 1 ahnr Bolati

Clear | Basic Search [E) Save Search Criteria

Step Action
4, Click the Search button.
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Worklist

MultiChannel Console | Add to Favorites | _Sign out
- PAR Processing -
— Action Table Setup
— Hire Employee {—\I
~ MUIA Dynamic GPDF File Address Data
Process B |
— MMA Status CPDF File EmpllD: 077777 GREGORY SMITH
Process
- Org Structure Mass [Address Information
Change

Mew Window | Help | Customize Page | B,

_ Update Reports To Effective Dt: 110812001 Transaction Status:| NFC AUto
— Mass Reports to Undate Record Origin: Aulo Action

Only Enter If Not Using Direct Deposit

- Adjudication Information
— Schools

- Applicant Hire . |2900 SHELLEY LAME :
_LC Initiate PAR Address 1: Address 1:
— LC Approve PAR Address 2: Address 2:
—\

Wiho has the PAR Address 3: Address 3:
- HR Processing
— Update Applied Action E City: ANMNANDALE City:
— Correct Applied Action . ” L X
_ Cancel Applied Action State: Virginia State:
— History Override Zip Code:  |22003-2233 IPostaI Code I
— Update NFC Flags — - er.

— Create Mew Oprid County: i County:

B rEdr;‘lsgsloAyéfuizssword Reset] Country: ISA United States Country: e United States
- Departmental Transfer
— Employee Security
Clearance

:i E:;g:r&];ﬂgg;g;rgem B Save | [SLReturn to Search

[ HR Reports

[> Recruiting |4

[> Payroll Processing

[> Training Administration

[> Manage Performance

[ Mon-Employee Processing

[> Time and Labor

[> Morth American Payroll

[> Global Payrall

[> Payroll Interface

[> Workforce Development

[> Organizational Development

[» Enterprise Learning

[> Pension

[: 1 ahnr Paolati

=plav | A2l Include History | [E® Correct History

Step Action

5. Field name changed from Zip Code to Postal Code.

6. This completes Address Processing.
End of Procedure.
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Department Transfer
Overview

This section demonstrates the changes and additions to Department Transfer
functionality in EmpowHR 9.0.

Department Transfer
This section demonstrates HR Processing.

Stackhouse,Tracey F Library of Congress

Eaipow E TR

Viorklist | MultiChannel Console | _Add to Favorites | _Sign out
Help
Menu =
Search:

[> My Favorites

[ Employee Self Senice

[> Manager Self Service

[» PAR Processing

[> Position Management

[> Payroll Documents

[ HR Reports

[> Recruiting

[ Payroll Processing

[> Training Administration

[> Manage Performance

[> Mon-Employee Processing
[> Time and Labor

[> Morth American Payroll

[> Global Payroll

[> Payroll Interface

[> Workforce Development

[- Organizational Development
[> Enterprise Learning

[> Pension

[» Labor Relations

[ Transit Subsidy

[ EmpowHR Setup Tables (HD)
[- EmpowHR User Security (HD)
[ Set Up HRMS

[> Enterprise Components

[> Worklist

[> Application Diagnostics

[> Tree Manager

[> Reporting Tools

[> PeopleTools

— Applicant Home

— Change Wy Password

— My Personalizations

— Wy System Profile

— My Dictionary

— EmpowHR Process Monitor

Step Action

1. Click the PAR Processing link.

[ PAR Processing
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— Action Table Setup

— Hire Employee

— MMA Dynamic CPDF File
Process

MMA Status CPDF File
Process
- Org Structure Mass
Change
— Update Reports To
— Mass Reports to Update
- Address Processing
— Adjudication Information
— Schools
— Applicant Hire
— LC Initiate PAR
— LC Approve PAR
— Who has the PAR
- HR Processing
— Update Applied Action
- Correct Applied Action
— Cancel Applied Action
- History Override
— Update NFC Flags
— Create New Oprid
— Employee Password Resef|
- Mass Actions
— Departmental Transfer
- Employee Security
Clearance
[> Position Management
[> Payroll Documents
[ HR Repaorts
[> Recruiting
[> Payroll Processing
[ Training Administration
[ Manage Performance
[> Non-Employee Processing

Stackhouse,Tracey F Library of Congress

~ [

ﬁ PAR Processing

PAR Processing

3 Action Table Setup
Action Table Setup

MMA Status CPOF File Process

Mass Reports to Update
Mass Reports to Update

= Schools
Define Schools.

LC Approve PAR
LC Approve PAR

Update Applied Action
Update Applied Recs

History Override
P History Override

Employee Password Reset
Employee Password Reset

E“ MMA Status CPDF File Process

Hire Employee

Identifies details of the hire including
employee name, address, job, payroll, and
compensation details

Dr Structure Mass Change

E" Address Processin
Address Info

Eﬁ" pplicant Hire
Applicant Hire

E Who has the PAR
LC Worklist

Eﬁ" Correct Applied Action
Identifies details regarding corrections to a
personnel action

Update NFC Flags
Update NFC Flags

E" Mass Actions

Edit "PAR Processing” Folder

= MMA Dynamic CPDF File Process
MMA Dynamic CPDF File Process

Update Reports To
Update Reports To

E" Adjudication Information
Adjudication Information

Eﬁ" LC Initiate PAR
LC Initiate PAR

HR Processing
Identifies personnel action details of request
ready for human resources to process

EE" Cancel Applied Action
Identifies details regarding the cancellation of
a personnel action

E" Create New Oprid
Create New Oprid

Departmental Transfer

[ Time and Labor Mass Actions
[» North American Payroll
[> Global Payroll — = e C1
[ Payroll Interface = Employee Security Clearance
[: W::'h‘orce Development Employee Security Clearance
[> Organizational Development
[ Enterprise Learning
[> Pension
> Labor Relations -
Step Action
2. Click the Departmental Transfer link.
[Departimental Transfer|
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—
‘g Departmental Transfer - Windows IntemelE.xp::rer 1 1 ‘ m
€@ | /1 T ® ; Google

File Edit View Favorites Tools Help -

ewubroot - @ vI PSealchWeh hd e - ﬁ Highlight éMySluﬂ J‘Bluom ElNews ~ &:‘Weathel @Shopping -

- 7 v‘ Q- |Web Sealch|0 [% Bookmarks ~ Il Settings ~ | I Messenger = 5 Mail ~ #g MySpace £ News ~

o5 [@Hv MSN.com [g AT&T Webmail ]@ Microsoft Outlook .. ]gbepartmemal Tr.. X ]_I - v = v b Page v {F Tools v

tackhouse, Tracey F Library of Congress
_':;;'_ER_‘&_NH R) o MuliChannel Console

Menu =
— PAR Processing
- Action Table Setup New Window | Hel [ 5
— Hire Employee
- MMADynamic CPOFFile | Department Transfer
Process Enter any information you have and click Search. Leave fields blank for a list of all values.
— MMA Status CPDF File
Process / Find an Existing Value
— Orqg Structure Mass
Change
il — Update Reporis To =| EmpllD: begins with -
— Mass Reporis to Update - .
- Address Processing Secial Security Number: =
— Adjudication Information
- Schools
— Applicant Hire
— LC Initiate PAR
— LC Approve PAR
— Who has the PAR
I - HE Processing
— Update Applied Action
— Correct Applied Action
— Cancel Applied Action
— History Override
— Update NFC Flags
— Create New Oprid
— Employee Password Reset]
— Mass Actions
— Deparnmental Transfer
— Emplovee Security
Clearance
[> Position Manaaement

Search Clear |Basic Search [ Save Search Criteria

[ @ Intemet | Protected Mode: On H100% -

; P —, —_——— —
Messenger /2 Departmental Trans... Tl EmpowHR Passwor... € vl Q) o gs7AM

Step Action

3. Enter the desired information into the EmplID field. Enter a valid value e.g.
"O77TTT".
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—
‘g Departmental Transfer - Windows IntemelE.xp::rer 1 1 ‘ m
€)@ | /1 T ® ; Google

File Edit View Favorites Tools Help -

ewubroot - @ vI PSealchWeh hd e - ﬁ Highlight éMySluﬂ J‘Bluom ElNews ~ &:‘Weathel @Shopping -

- 7 v‘ Q- |Web Sealch|0 [% Bookmarks ~ Il Settings ~ | I Messenger » 5 Mail ~ #g MySpace £ News ~

o5 [@Hv MSN.com [g AT&T Webmail ]@ Microsoft Outlook .. ]gbepartmemal Tr.. X ]_I - v @@ v b Page v {F Tools v

tackhouse, Tracey F Library of Congress

MultiChannel Console

Menu
— PAR Processing
- Action Table Setup New Window | Hel [ 5
— Hire Employee
- MMADynamic CPOFFile | Department Transfer
Process Enter any information you have and click Search. Leave fields blank for a list of all values.
— MMA Status CPDF File
Process / Find an Existing Value |
— Orqg Structure Mass
Change
[l — Update Repors To =| EmpliD: begins with ~ 077777
— Mass Reporis to Update - .
- Address Processing Secial Security Number: =
— Adjudication Information
- Schools
— Applicant Hire
— LC Initiate PAR
— LC Approve PAR
— Who has the PAR
I - HE Processing
— Update Applied Action
— Correct Applied Action
— Cancel Applied Action
— History Override
— Update NFC Flags
— Create New Oprid
— Employee Password Reset]
— Mass Actions
— Deparmental Transfer
— Emplovee Security
Clearance
[> Position Manaaement

Search Clear |pBasic Search [ Save Search Criteria

[ @ Intemet | Protected Mode: On H100% -

’ 4 | T e =
Messenger /2 Departmental Trans... Tl EmpowHR Passwor... Wl s 857 AM

Step Action
4, Click the Search button.
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Stackhouse,Tracey F Library of Congress

Worklist [ _MultiChannel Console | Add fo Favorites | Sign out

= PAR Processing - New Window | Hel
— Action Table Setup New Window | Help | &,

— Hire Emplovee ,(—\.
~ MMADynamic CPDF File Departmental Transfer

Process B
- MMA Status CPOF File
Process SMITH,GREGORY A EmpllD: 077777 Empl Rcd#: 0
- Org Structure Mass Data Control
Change
- Update Reports To Effective Date: 5 Transaction Status: | INProgress [
— Mass Reports to Update .
- Address Processing Effective Seq:
— Adjudication Information
— Schools Auth Date: 09/16/2008 [
— Applicant Hire
- LC Inifiate PAR “Action: Q PAR status: NI U nitiated
— LC Approve PAR
— Who has the PAR *Reason Code: Q Agency Type: | LOC
— HR Processing
— Update Applied Action E NOA Code: Q Losing/Gaining Dept. Q
- Comect Applied Action
— Cancel Applied Action Authority {1):
— Historv Override E
— Update NFC Flags Authority (2):
- Create New Oprid
— Employee Password Resef|
_ lass sdtions Position: 90146931 QL sL- 1410- 00 CHIEF, MBRS
= DepamntaIT L fer NFC Posn# 00005262
— Employee Security
. —C'_?afahﬂdce - Job Code: 053636 SL- 1410- 00 CHIEF, MBRS
osition Managemen .
> Payroll Documents Master RCD# 012488
[ HR Reports .
Agency:
I Recruiting L gency LC Library of Congress
[ Payroll Processing Sub-Agency: AE Library of Congress
[» Training Administration
[ Manage Performance Department: 925380 MOTIOM PIC, AE4020001200000000
[» Mon-Employee Processing BROADCASTINGERECOR
[ Time and Labor Location: 510690047 CULPEPER, VA

[> Morth American Payroll
[> Global Payrall

[> Payroll Interface

[ Workforce Development & save | S\ Return to Search
[> Organizational Development | 4
[» Enterprise Learning
[> Pension

[: 1 ahnr Paolati

Step Action

5. Click the green book icon for changes and additions to the Department
Transfer page.

PAR Status . Mo Label Label Changed | A field label has been added to the
existing field.
MFC Posn # Unavailable MNew This field comes from the

PayrollPersonnel Corporate.

Master RCDH Unavailable MNew This field comes from the
PayrollPersonnel Corporate.

Step Action

6. This completes Address Processing.
End of Procedure.
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FACE SEAA TO KATERA

Employee Security Clearance

Overview

This section demonstrates the changes and additions to Employee Security Clearance
functionality in EmpowHR 9.0.

Employee Security Clearance
This section demonstrates HR Processing.

Stackhouse,Tracey F Library of Congress

Eaipow E TR
Menu =

Search:
®

Worklist

Sign out
Help

MultiChannel Console | _Add to Favorites

[> My Favorites

[ Employee Self Senice

[> Manager Self Service

[» PAR Processing

[> Position Management

[> Payroll Documents

[ HR Reports

[> Recruiting

[ Payroll Processing

[> Training Administration

[> Manage Performance

[> Mon-Employee Processing
[> Time and Labor

[> Morth American Payroll

[> Global Payroll

[> Payroll Interface

[> Workforce Development

[- Organizational Development
[> Enterprise Learning

[> Pension

[» Labor Relations

[ Transit Subsidy

[ EmpowHR Setup Tables (HD)
[- EmpowHR User Security (HD)
[ Set Up HRMS

[> Enterprise Components

[> Worklist

[> Application Diagnostics

[> Tree Manager

[> Reporting Tools

[> PeopleTools

— Applicant Home

— Change Wy Password

— My Personalizations

— Wy System Profile

— My Dictionary

— EmpowHR Process Monitor

Step Action

1. Click the PAR Processing link.

[ PAR Processing
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= PAR

— Action Table Setup

— Hire Employee

— MMA Dynamic CPDF File
Process

— MMA Status CPDF File
Process
- Org Structure Mass
Change
— Update Reports To
— Mass Reports to Update
- Address Processing
— Adjudication Information
— Schools
— Applicant Hire
— LC Initiate PAR
— LC Approve PAR
— Who has the PAR
- HR Processing
— Update Applied Action
- Correct Applied Action
— Cancel Applied Action
- History Override
— Update NFC Flags
— Create New Oprid
— Employee Password Resef|
- Mass Actions
— Departmental Transfer
- Employee Security
Clearance
[> Position Management
[> Payroll Documents
[ HR Repaorts
[> Recruiting
[> Payroll Processing
[ Training Administration
[ Manage Performance
[> Non-Employee Processing
[> Time and Labor
[» North American Payroll
[> Global Payroll
[ Payrall Interface
[> Workforce Development
[> Organizational Development
[ Enterprise Learning
[> Pension

- Labor Relstions

Stackhouse,Tracey F Library of Congress

ﬁ PAR Processing

PAR Processing

= Action Table Setup
Action Table Setup

E“ MMA Status CPDF File Process

MMA Status CPOF File Process

Mass Reports to Update
Mass Reports to Update
Schools
Define Schools.

LC Approve PAR
LC Approve PAR

Update Applied Action
Update Applied Recs

History Override
History Override

Employee Password Reset
Employee Password Reset

Employee Security Clearance

Employee Security Clearance

= Hire Employee

Identifies details of the hire including
employee name, address, job, payroll, and
compensation details

Dr Structure Mass Change

E" Address Processin
Address Info

Eﬁ" pplicant Hire
Applicant Hire

E Who has the PAR
LC Worklist

Eﬁ" Correct Applied Action
Identifies details regarding corrections to a
personnel action

Update NFC Flags
Update NFC Flags

E" Mass Actions
Mass Actions

Edit "PAR Processing” Folder

5 MMA Dynamic CPDF File Process
MMA Dynamic CPDF File Process

Update Reports To
Update Reports To

E" Adjudication Information
Adjudication Information

Eﬁ" LC Initiate PAR
LC Initiate PAR

HR Processing
Identifies personnel action details of request
ready for human resources to process

EE" Cancel Applied Action
Identifies details regarding the cancellation of
a personnel action

E" Create New Oprid
Create New Oprid

Departmental Transfer

Step

Action

2. Click the Em

Employee Security
Clearance

ployee Security Clearance link.
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@ Emp\nyee Clsrance - Windows Interet Biplorer » ‘ lL
‘-‘-'\ 3 it | bl e
File Edit View Favorites Tools Help -
@wovroos - (EY ~| PsearchWeb ~ @ ~ 4 -onlign (S MyStuff [P Zoom i=iNews + A Weather [~]Shopping =
| - v - @~ |web Search|+ [ Bookmarks ~ i Settings ~ | (&) Messenger ~ £ Mail ~ 4§ MySpace 57 News ~
o5 [@Hv MSN.com [g AT&T Webmail ]@ Microsoft Outlook .. ]gEmpluyeesecmi... x ]_I - v =@ v b Page v {F Tools v
tackhouse, Tracey F Library of Congress
MultiChannel Console

Menu
=~ PAR Processing - Mew Window | Help |

=

— Action Table Setup

— Hire Employee

— MMA Dynamic CPDF File
Process Enter any information you have and click Search. Leave fields blank for a list of all values.

— MMA Status CPDF File

Process Find an Existing Value

__ Employee Security Clearance

— Orqg Structure Mass
Change

[l - Update Repons To
— Mass Reporis to Update
— Address Processing
— Adjudication Information
—Schools Search |Aduanced Search
— Applicant Hire
— LC Initiate PAR
— LC Approve PAR
— Who has the PAR

I - HE Processing
— Update Applied Action
— Correct Applied Action
— Cancel Applied Action
— History Override
— Update NFC Flags
— Create New Oprid
— Employee Password Reset]
— Mass Actions
— Deparmental Transfer

Search by: EmplD = begins with
[ Include History Correct History

m

arance
[+ Position Management

[ @ Intemet | Protected Mode: On

—_— f ————— = —
N | (= 2 - ecurity ... T EmpowHR Passwor... <« O d G 852 aM

Step Action

3. Enter the desired information into the field. Enter a valid value e.g.
"O77TTT".
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‘g Employee Security Clearance - W'mduwsln‘lim‘el plore o] 1 ‘ l_
%)

ool

File Edit View Favorites Tools Help

%) & Google

ewubroot - @ vI PSealchWeh hd e - ﬁ Highlight éMySluﬂ J‘Bluom ElNews ~ &:‘Weathel @Shopping -

(i) ~ - 4,7 'Web Search <+ [5x Bookmarks = Il Settings ~ | (s Messenger = [ Mail = i MySpace B News =

L
o5 I%l?]v MSN.com [E& ATET Webmail ]@ Microseft Outlook .. lg Employee Securi... ]_I @ - i @ v i Page v @Toob‘ -7

tackhouse, Tracey F Library of Congress

Menu =
— PAR Processing
- Action Table Setup New Window | Hel [ 5
— Hire Employee .
~ MMADynamicCPOF File | EMPployee Security Clearance
Process Enter any information you have and click Search. Leave fields blank for a list of all values.
— MMA Status CPDF File
Process / Find an Existing Value |
— Orqg Structure Mass
Change
ll — Update Repors To =| Search by: EmplD ~ begins with 077777
_ ::;rsesRsep?;I;t:sLI:] gdate [ Include History Correct History
— Adjudication Information
—Schools Search |Aduanced Search
— Applicant Hire
— LC Initiate PAR
— LC Approve PAR
— Who has the PAR
I - HE Processing
— Update Applied Action
— Correct Applied Action
— Cancel Applied Action
— History Override
— Update NFC Flags
— Create New Oprid
— Employee Password Reset]
— Mass Actions
— Deparmental Transfer
— Employee Security
Clearanc
[> Position Manaagement

[ @ Intemet | Protected Mode: On

P T —
El' EmpowHR Passwor... <« O d G 853 Am

Step Action
4, Click the Search button.
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- PAR Processing
— Action Table Setup
— Hire Employee
— MMA Dynamic CPDF File
Process

Status CPDF File
Process
- Org Structure Mass
Change
— Update Reports To

— Address Processing

— Schools
— Applicant Hire
— LC Initiate PAR
— LC Approve PAR
Nho has the PAR
- HR Processing
— Update Applied Action
- Correct Applied Action
— Cancel Applied Action

- History Override

— Update NFC Flags

— Create New Oprid

— Employee Password Resef|
s5 Actions

— Departmental Transfer

o

n Management
[> Payroll Documents
[ HR Reports
[> Recruiting
[> Payroll Processing
[> Training Administration
[> Manage Performance

[> Time and Labor

[> Morth American Payroll
[> Global Payrall

[> Payroll Interface

[> Workforce Development

[» Enterprise Learning
[> Pension
[ 1 ahnr Paolati

— Mass Reports to Update

— Adjudication Information

I> Non-Employee Processing

[ Organizational Development

Stackhouse,Tracey F Library of Congress

Wiorklist | MultiChannel Console | Add to Favorites

New Window | Help | Customize Page | (&,

{ Employee Security Clearance

| | SMITH GREGORY A

EmpllD: 077777 Empl Red#: 0

Notes |

Submitting Office Number

Security Office ldentifier OPACIALC Number

Position information

Position Number 90146931  CHIEF, MBRS

Emergency Response Official [

B save | &L Return to Search | Update!DisnIay| Al Include History ‘ E3 |

Action

Click the green book icon to view the changes and additions to the
Employee Security Clearance page.

(Unlabeled) Unavailable MNew Employee's name displays above
Investigation section.

LincPass Required | Available Available Checkbox defaults as active in 9.0.

Checkbox

Card Activation Unavailable New This new link allows Card Activation

Information Link Mailing Information page to display.

Step

Action

This completes Address Processing.
End of Procedure.
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Module 4 Payroll Documents
Overview and Objectives

The functionality in the Payroll Documents component has changed. On all pages

Social Security Number has been removed or masked to only show the last four digits.
There are two new menu selections:

e Education
e Certification

In addition, the tax pages have been combined into one page.
After completing this module, participants will be able to:
. Identify changes to Payroll Documents

. Enter Education data
. Enter Certification data

I EEE—————————————————
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Auth for Restored Annual Leave

Overview

Some fields on the Auth for Restored Annual Leave page have changed:
e On the top title bar, the words ‘annual leave’ are capitalized.

e Mgr Approves Request, Justification, and Approval fields have been realigned. These
fields will only display when populated.

Restored Annual Leave
This section demonstrates the changes to Restored Annual Leave.

Stackhouse,Tracey F Library of Congress

B E TR

Home | Worklist [ MultiChannel Console | _Add to Favorites [ _Sign out
Help
Menu =2
Search:

> My Favorites

[ Employee Self Senice

[> Manager Self Service

[» PAR Processing

[ Position Management

[> Payroll Documents

[ HR Reporis

[> Recruiting

[> Payroll Processing

[> Training Administration

[> Manage Performance

[ Mon-Employee Processing
[> Time and Labor

[> Morth American Payroll

[> Global Payroll

[> Payroll Interface

[> Workforce Development

[- Organizational Development
[» Enterprise Learning

[> Pension

[> Labor Relations

[> Transit Subsidy

[ EmpowHR Setup Tables (HD)
[ EmpowHR User Security (HD)
> Set Up HRMS

[ Enterprise Componenis

[ Worklist

[ Application Diagnostics

[> Tree Manager

[> Reporting Tools

[- PeopleTools

— Applicant Home

— Change Wy Password

— My Personalizations

— Wy System Profile

— My Dictionary

— EmpowHR Process Monitor

I EEE—————————————————
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Step Action

1. Click the Payroll Documents link.

Stackhouse,Tracey F Library of Congress

MultiChannel Console

nu =
ducation Information ﬁ Payroll Documents Edit "Payroll Documents” Folder
liowances
— Auth for Restored Annual
Leave
haritable Contributions
- Compensatory Time
Payments
— Court Child Carg/Alimon EE Auth for Restored Annual | eave E Charitable Contributions EE Compensatory Time Payments
— Deductions Due to Auth for Restored Annual Leave Charitable Contributions. Compensatory Time Payments.
Indebledness
— Direct Deposit
— Discretionary Allotments = Court Child Care/Alimon =1 Deductions Due to Indebtedness = Direct Deposit
— Einancial AllotmentiHealth Court Child Care/4limony E Deductions Due to Indebtedness. Direct Deposit
Sav
— Elexible Spending Account
— Health Benefits = Discretionary Allotments = Financial Allotment/Health Sav =
— Leave Data Transferred Discretionary Allotments E Financial Allotment
— Lump Sum Leave
Pavments
— MMA - Health Benefits E Health Benefits E Leave Data Transferred E Lump Sum Leave Payments
— Master File Change Federal Employee Health Benefits Leave Data Transferred Lump Sum Leave Payments
— Multi-Element Update
- Non-Federal Life Insurance
— SES Performance = MMA - Health Benefits = Master File Change = Multi-Element Update
Appraisal E MNA - Health Benefits Master File Change Multi-Element Update
— Savings Bonds
- Severance Payment
— TSP Loan Allotment = Non-Federal Life Insurance = SES Performance Appraisal = Savings Bonds
— Tax Data E Non-Federal Life Insurance E SES Performance Appraisal Savings Bonds
— Thrift Savings Plan
= Thrift Savings Plan - Catch-|| |

u — —
Up Severance Payment TSP Loan Allotment E Tax Data

Payroll Documents.

Certifications
Certification Information

Education Information
Education

Allowances
Allowances

Flexible Spending Account

m

— Union Dues Severance Payment Tax Data
[ HR Reports
[ Recruiting
[ Payroll Processing = Thrift Savings Plan = Thrift Savings Plan - Catch-U = .
[ Training Administration E Thrift Savings Plan E Thrift Savings Plan - Catch-Up sl e

[> Manage Performance
[ Mon-Employee Processing
[> Time and Labor
[> Morth American Payroll
[+ Global Payroll
[ Payroll Interface
[> Workforce Development
i ent

Al

Step Action
2. Click the Auth for Restored Annual Leave link.

Auth for Restored Annual
Leave
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Stackhouse,Tracey F Library of Congress

MultiChannel Console Sign out

= Payroll Documents New Window | Help ‘ n
- Certifications

Education Information
Alowances Auth for Restered Annual Leave

Enter any information you have and click Search. Leave fields blank for a list of all values

Charitable Contributions Find an Existing Value

— Compensatory Time
Pavments

~ Court Child Care/Alimony EmpliD: begins with ~ |
— Deductions Due to Empl Red Nbr: - -
Indebtedness
— Direct Deposit Social Security Number:=
— Discretionary Allotments -
- Financial AlloimentiHealth Name: begins with =
Sav X Last Name: begins with -
— Flexible Spending Account
— Health Benefits Agency: begins with - Q
- Leave Data Transferred
— Lump Sum Leave =| Sub-Agency: begins with ~ Q
Payments [ case sensitive

— MMA - Health Benefits

— Master File Change

— Multi-Element Update Search Clear | Basic Search [El Save Search Criteria

— Non-Federal Life Insurance

— SES Performance
Appraisal

- Savings Bonds

— Severance Payment

— ISP Loan Allotment

— TaxData

— Thrift Savings Plan

— Thrift Savings Plan - Catch-|_|
Up

— Union Dues

[ HR Reports

[> Recruiting

[> Payroll Processing

[ Training Administration

[ Manage Performance

[> Non-Employee Processing

[> Time and Labor

[> Morth American Payroll

[ Global Payroll

[ Payroll Interface

[ Workforce Development
[ Ornanizatinnal T 1

Step Action

3. Enter the desired information into the EmplID field. Enter a valid value e.g.
"O77TTT".
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Stackhouse,Tracey F Library of Congress

= Payroll Documents New Window | Help ‘ n

Auth for Restered Annual Leave
Enter any information you have and click Search. Leave fields blank for a list of all values

— Charitable Contributions Find an Existing Value

— Compensatory Time
Pavments -

~ Court Child Care/Alimeny EmpliD: begins with ~ 077777

— Deductions Due to Empl Red Nbr: - -
Indebtedness

— Direct Deposit Social Security Number:=

— Discretionary Allotments -

- Financial AlloimentiHealth Name: begins with =
Sav

— Flexible Spending Account

— Health Benefits Agency: begins with - Q

eave Data Transferred

— Lump Sum Leave =| Sub-Agency: begins with ~ Q
Payments .

— MMA - Health Benefits [7]Case Sensitive

— Master File Change

— Multi-Element Update Search Clear | Basic Search [El Save Search Criteria

— Non-Federal Life Insurance

— SES Performance
Appraisal

- Savings Bonds

— Severance Payment

— ISP Loan Allotment

— TaxData

— Thrift Savings Plan

— Thrift Savings Plan - Catch-|_|
Up

— Union Dues

[ HR Reports

[> Recruiting

[> Payroll Processing

[ Training Administration

[ Manage Performance

[> Non-Employee Processing

[> Time and Labor

[> Morth American Payroll

[ Global Payroll

[ Payroll Interface

[ Workforce Development
Ia) innal M 1

Last Name: begins with -

Step Action
4, Click the Search button.
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- Payroll Documents

- Certifications
Education Information
Allowances

Charitable Contributions

— Compensatory Time
Pavments

— Court Child CareiAlimony

— Deductions Due to
Indebtedness

— Direct Deposit

— Discretionary Allotments

— Financial AllotmentHealth
Sav

— Flexible Spending Account

— Health Benefits

— Leave Data Transferred

— Lump Sum Leave
Payments

— MMA - Health Benefits

— Master File Change

— Multi-Element Update

— SES Performance
Appraisal

- Savings Bonds

— Severance Payment

— ISP Loan Allotment

— TaxData

— Thrift Savings Plan

Up
— Union Dues
[ HR Reports
[> Recruiting
[> Payroll Processing
[ Training Administration
[ Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> Morth American Payroll
[+ Global Payroll
[ Payroll Interface
[> Workforce Development

— Non-Federal Life Insurance

— Thrift Savings Plan - Catch-|_|

[+ Nrnanizatinnal Dioval

Stackhouse,Tracey F Library of Congress

Worklist [ _MultiChannel Console | Add to Favorites | Sign out

Mew Window | Help | Customize Page | B,

GREGORY A SMITH EmpliD: 077777 Rcd#

Find

0 SSN COCX(-6688
First [l 10f 1 [ Last
=l

(Authorization for Restored Annual Leave

Effective Date: 08/31/2008 Pay Period: 18 Date Entered: 09/11/2008

User ID: TS077619 Transaction Status: InProgress

Annual Leave Data

Action Code: Establish Restored Annual Ly~ ~

Total Amount Annual Leave Restored: 0.00

Year Leave to be Restored: h

Mor Approves Request Yes No jystification «
Approval Date -

& save | 4 Return to Search

Action

Mgr Approves Request, Justification, and Approval fields have been
realigned. These fields will only display if record is populated.

This completes Restored Annual Leave.
End of Procedure.
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Certifications
Overview

The Certification component is used to enter professional certifications.

Certifications
This section demonstrates the Certification functionality.

Add to Favorites [ _Sign out

Help

MultiChannel Console

Menu =
Search:

> My Favorites

[ Employee Self Senice

[> Manager Self Service

[» PAR Processing

[ Position Management

[> Payroll Documents

[ HR Reporis

[> Recruiting

[> Payroll Processing

[> Training Administration

[> Manage Performance

[ Mon-Employee Processing
[> Time and Labor

[> Morth American Payroll

[> Global Payroll

[> Payroll Interface

[> Workforce Development

[- Organizational Development
[» Enterprise Learning

[> Pension

[> Labor Relations

[> Transit Subsidy

[ EmpowHR Setup Tables (HD)
[ EmpowHR User Security (HD)
> Set Up HRMS

[ Enterprise Componenis

[ Worklist

[ Application Diagnostics

[> Tree Manager

[> Reporting Tools

[- PeopleTools

— Applicant Home

— Change Wy Password

— My Personalizations

— Wy System Profile

— My Dictionary

— EmpowHR Process Monitor

Step Action

1. Click the Payroll Documents link.
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Cerfifications
Education Information

Allowances
Auth for Restored Annual

Leave
Charitable Contributions

- Compensatory Time
Payments

— Court Child Care/&limony

— Deductions Due to
Indebtedness

— Direct Deposit

— Discretionary Allotments

~ Financial AllotmentiHealth
Sav

— Flexible Spending Account

— Health Benefits

— Leave Data Transferred

— Lump Sum Leave
Pavments

— MMA - Health Benefits

— Master File Chanae

— Multi-Element Update

— SES Performance
Appraisal

— Savings Bonds

- Severance Payment

— TSP Loan Allotment

— TaxData

— Thrift Savings Plan

Up

— Union Dues

[ HR Reports

[ Recruiting

[> Payroll Processing

[> Training Administration

[> Manage Performance

[ Mon-Employee Processing
[> Time and Labor

[> Morth American Payroll

[ Global Payroll

[ Payroll Interface

[> Workforce Development

i ent

— Mon-Federal Life Insurance

m

= Thrift Savings Plan - Catch-|| |

Al

ﬁ Payroll Documents

Payroll Documents.

Certifications
Certification Information

Auth for Restored Annual Leave
Auth for Restored Annual Leave

Court Child Care/Alimon
Court Child Care/alimony

D\scret\ona Allotments
Discretionary Allotments

Eﬁ“ Health Benefits
Federal Employee Health Benefits

Eﬁ' MMA - Health Benefits
MWA - Health Benefits

E" HNon-Federal Life Insurance
Non-Federal Life Insurance

Severance Payment
Severance Payment

E Thrift Savings Plan
Thrift Savings Plan

Stackhouse,Tracey F Library of Congress

ducation Information
Education

haritable Contributions
Charitable Contributions.

E Deductions Due to Indebtedness

Deductions Due to Indebtedness

E" Financial Allotment/Health Sav
Financial Allotment

E" Leave Data Transferred
Leave Data Transferred

Master File Change
Master File Change

E" SES Performance Appraisal
SES Performance Appraisal

SP Loan Allotment

Eﬁ" Thrift Savings Plan - Catch-U
Thrift Savings Plan - Catch-Up

~ [

Edit "Payroll Documents” Folder

= Allowances
Allowances

= Compensatory Time Payments
Compensatory Time Payments

Direct Deposit
Direct Deposit

Flexible Spending Account

E Lump Sum Leave Payments
Lump Sum Leave Payments

Multi-Element Update
Multi-Element Update

Savings Bonds
Savings Bonds

E" Tax Data
Tax Data

Union Dues

Action

2. Click the Certifications link.
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> Payroll Documents
— Cerifications
— Education Information
— Allowances
— Auth for Restored Annual
Leave

— Charitable Contributions

— Compensatory Time
Pavments

— Court Child CareiAlimony

— Deductions Due to
Indebtedness

— Direct Deposit

— Discretionary Allotments

— Financial AllotmentHealth
Sav

— Flexible Spending Account

— Health Benefits

- Leave Data Transferred

— Lump Sum Leave
Payments

— MMA - Health Benefits

— Master File Change

— Multi-Element Update

— SES Performance
Appraisal

- Savings Bonds

— Severance Payment

— ISP Loan Allotment

— TaxData

— Thrift Savings Plan

Up
— Union Dues
[ HR Reports
[> Recruiting
[> Payroll Processing
[ Training Administration
[ Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> Morth American Payroll
[ Global Payroll
[ Payroll Interface

[ Workforce Development
[ Ornanizatinnal T 1

— Non-Federal Life Insurance

— Thrift Savings Plan - Catch-|_|

Stackhouse,Tracey F Library of Congress

New Window | Help | B}

Certifications
Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value

EmpliD: begins with -

Empl Red Nbr: = -

Social Security Number:=

Name: begins with -

Last Name: begins with -

Agency: begins with Q
=| Sub-Agency: begins with ~ Q

Correct History [| Case Sensitive

Search Clear | pasic Search B Save Search Criteria

Step Action

3. Enter the desired information into the EmplID field. Enter a valid value e.g.

"o7TTTT".
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= Payroll Documents

New Window | Help | B}
— Cerifications

— Education Information Certifications

— Allowances

_ Auth for Restored Annual Enter any information you have and click Search. Leave fields blank for a list of all values
Leave A

— Charitable Contributions Find an Existing Value

— Compensatory Time
Pavments N - ——

~ Court Child Care/Alimeny EmpliD: begins with ~ 077777

— Deductions Due to Empl Red Nbr: - -
Indebtedness

— Direct Deposit Social Security Number:=

— Discretionary Allotments X -

- Financial AlloimentHealth Name: begins with =
Sav ) Last Name: begins with -

— Flexible Spending Account

— Health Benefits Agency: begins with - Q

- Leave Data Transferred

— Lump Sum Leave £| Sub-Agency: begins with ~ Q
Bayments [¥] Correct History "] Case Sensitive

— MMA - Health Benefits

— Master File Change

— Multi-Element Update Search Clear | Basic Search [El Save Search Criteria

— Non-Federal Life Insurance

— SES Performance
Appraisal

- Savings Bonds

— Severance Payment

— ISP Loan Allotment

— TaxData

— Thrift Savings Plan

— Thrift Savings Plan - Catch-|_|
Up

— Union Dues

[ HR Reports

[> Recruiting

[> Payroll Processing

[ Training Administration

[ Manage Performance

[> Non-Employee Processing

[> Time and Labor

[> Morth American Payroll

[ Global Payroll

[ Payroll Interface

[ Workforce Development
[ Ornanizatinnal T 1

Step Action
4, Click the Search button.
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> Payroll Documents
— Cerifications
— Education Information
— Allowances
— Auth for Restored Annual
Leave 1N

Mew Window | Help | Customize Page | B

GREGORY A SMITH EmpllD: 077777 Rcd# 0 SSN 00(XX-6688

— Charitable Contributions

— Compensatory Time
Pavments

- Court Child Care/&limony Erfectve Date  |PB31/2008 | QL pay periog: 13 ACtion Date 09/11/2008

— Deductions Due to
Indebtedness

— Direct Deposit

— Discretionary Allotments

— Financial Allotment/Health Stackhouse Tracey F
Sav

— Flexible Spending Account

— Health Benefits

— Leave Data Transferred

— Lump Sum Leave
Payments *Professional Cert Code Q

— MMA - Health Benefits

— Master File Change *State Code Q

— Multi-Element Update

— Non-Federal Life Insurance Profesional Certification Yr

— SES Performance
Appraisal

- Savings Bonds

— Severance Payment

— ISP Loan Allotment

— TaxData

— Thrift Savings Plan

— Thrift Savings Plan - Catch-|_|
Up

— Union Dues

[ HR Reports

[> Recruiting

E ?z;ﬁ:gpﬁ:lisrﬁgtgaﬁon B save | [S\Return to Search | i Refresh Update/Display | =~

[ Manage Performance

[> Non-Employee Processing

[> Time and Labor

[> Morth American Payroll

[ Global Payroll

[ Payroll Interface

[ Workforce Development
Ia) innal M 1

InPro

User ID TSOTT619 Transaction Status:

Professional Certification

Account Transaction Code M

m

Step Action

5. Click on the green book icon for information on the Certification page.
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@ Field Description
Effective Date Enter the effective date of the certification.
Pay Period Defaulted value by the system.
Transaction Status This field defaults to In Progress and reflects the status ofthe

transaction. The transaction status will change when the
transaction is saved, in SINQ, or resent to NFG.

UserID This field is generated by the system and identifies the
individual who generated the transaction.

Transaction Code Select either Add, Change, or Delete as needed.

Education Level Enter the education level or select by clicking the Lookup icon.

School Code Enter the applicable school code or select by clicking the
Lookup icon.

Instructional Program | Enter the employee’s official education record which includes
the major field of study or select by clicking the Lookup icon.

Note: Referto OPM instructions for valid codes.

Year Enter the calendar year (XX2X) during which the employee
received the academic degree or certificate for the educational
level.
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Stackhouse,Tracey F Library of Congress

> Payroll Documents
— Cerifications
— Education Information
— Allowances
— Auth for Restored Annual
Leave 1N

Mew Window | Help | Customize Page | B

GREGORY A SMITH EmpllD: 077777 Rcd# 0 SSN 00(XX-6688

— Charitable Contributions

— Compensatory Time
Pavments

- Court Child Care/&limony Erfectve Date  |PB31/2008 | QL pay periog: 13 ACtion Date 09/11/2008

— Deductions Due to
Indebtedness

— Direct Deposit

— Discretionary Allotments

— Financial Allotment/Health Stackhouse Tracey F
Sav

— Flexible Spending Account

— Health Benefits

— Leave Data Transferred

— Lump Sum Leave —_—
Payments *Professional Cert Code Q

— MMA - Health Benefits

— Master File Change *State Code Q

— Multi-Element Update

— Non-Federal Life Insurance Profesional Certification Yr

— SES Performance
Appraisal

- Savings Bonds

— Severance Payment

— ISP Loan Allotment

— TaxData

— Thrift Savings Plan

— Thrift Savings Plan - Catch-|_|
Up

— Union Dues

[ HR Reports

[> Recruiting

E ?z;ﬁ:gpﬁ:lisrﬁgtgaﬁon B save | [S\Return to Search | i Refresh Update/Display | =~

[ Manage Performance

[> Non-Employee Processing

[> Time and Labor

[> Morth American Payroll

[ Global Payroll

[ Payroll Interface

[ Workforce Development
Ia) innal M 1

InPro

User ID TSOTT619 Transaction Status:

Professional Certification

Account Transaction Code M

m

Step Action

6. Click the Account Transaction Code list.

L -]
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Stackhouse,Tracey F Library of Congress

= Payroll Documents
— Cerifications
— Education Information
— Allowances
— Auth for Restored Annual

Mew Window | Help | Customize Page | B

Leave —  GREGORY A SMITH EmplD: 077777 Rcd# 0 SSN J00CXA-6688
— Charitable Contributions

— Compensatory Time
Pavments
- Court Child Care/&limony EffectveDate 08312008 C pay periog: 13 Action Date 09/11/2008
— Deductions Due to
Indebtedness
— Direct Deposit
— Discretionary Allotments
- Financial Allotment/Health Stackhouse Tracey F
Sav
— Flexible Spending Account
— Health Benefits
— Leave Data Transferred
— Lump Sum Leave
Payments *Professional Cert Code
— MMA - Health Benefits
— Master File Change *State Code
— Multi-Element Update
— Non-Federal Life Insurance Profesional Certification Yr
— SES Performance
Appraisal
- Savings Bonds
— Severance Payment
— ISP Loan Allotment
— TaxData
— Thrift Savings Plan
— Thrift Savings Plan - Catch-|_|
Up
— Union Dues
[ HR Reports
[> Recruiting
[> Payroll Processing
[ Training Administration
[ Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> Morth American Payroll
[ Global Payroll
[ Payroll Interface

[ Workforce Development
Ia) innal M 1

InP'rs

User ID TSOTT619 Transaction Status:

Professional Certification

Account Transaction Code

m

B save | S\Return to Search | i Refresh Update/Display | =7 C

Step Action

7. Click the Add list item.
Add
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> Payroll Documents
— Cerifications
— Education Information
— Allowances
— Auth for Restored Annual
Leave 1N

Mew Window | Help | Customize Page | B

GREGORY A SMITH EmpllD: 077777 Rcd# 0 SSN 00(XX-6688

— Charitable Contributions

— Compensatory Time
Pavments

- Court Child Care/&limony EffectveDate 08312008 C pay periog: 1a  ACtion Date 09/11/2008

— Deductions Due to
Indebtedness

— Direct Deposit

— Discretionary Allotments

— Financial Allotment/Health Stackhouse Tracey F

InPro

User ID TSOTT619 Transaction Status:

Sav ) Professional Certification
— Flexible Spending Account
— Health Benefit
£a enels Account Transaction Code -

— Leave Data Transferred

— Lump Sum Leave —_—
Payments *Professional Cert Code Q

— MMA - Health Benefits

— Master File Change *State Code Q

— Multi-Element Update

— Non-Federal Life Insurance Profesional Certification Yr

— SES Performance
Appraisal

- Savings Bonds

— Severance Payment

— ISP Loan Allotment

— TaxData

— Thrift Savings Plan

— Thrift Savings Plan - Catch-|_|
Up

— Union Dues

[ HR Reports

[> Recruiting

E ?z;ﬁ:gpﬁ:lisrﬁgtgaﬁon B save | [S\Return to Search | i Refresh Update/Display | &

[ Manage Performance

[> Non-Employee Processing

[> Time and Labor

[> Morth American Payroll

[ Global Payroll

[ Payroll Interface

[ Workforce Development
Ia) innal M 1

m

Step Action
8. Click the Look up Professional Cert Code (Alt+5) button.

=
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Sign out
= Payroll Documents Mew Window | Help ‘ n |
— Cerifications
~ Soucation iermation Look Up Professional Cert Code
— Auth for Restored Annual
Leave — Accomplishment: begins with -
— Charitable Contributions
— Compensatory Time Description: begins with +
Pavments
_ C_:J‘tmd CarelAlimon Short Description: begins with ~
— Deductions Due to Accomplishment Category: = - -
Indebtedness
— Direct Deposit
— Discretionary Allotments Look Up | Clear | Cancel | Basic Lookup
— Financial AllotmentHealth
Sav
- Flexible Spending Account Search Results
— Health Benefits 1-260f 26
-~ Leave Dala Transfermed || | J e o Short Description Accomplishment Category|
— Lump Sum Leave 3
Payments CE Cerified Forester CE Lic/Certif
— MIA - Health Benefits CGA Cerlified General Accountant CGA Lic/Certif E
— Master File Change CCAP Cerlified General Appraiser Appraiser Lic/Certit
— Multi-Element Update CIRM Intearated Resource Management Resc Mamt Lic/Certif
— Non-Federal Life Insurance| CNA Murse Administrator Nurse Adm Lic/Certif
— SES Performance CMAA Murse Administrator, Advanced — Adv Admin Lic/Certif
Appraisal Cola Contracting Officer Level llIA com Lic/Certif
:g%z;%mem CPA Cerlified Public Accountant CPA Lic/Certif
_ T4‘I_SP | oan Allotment CPIM Production and Inventory kgmt Prodilnven Lic/Certif
— TaxData CPM Procurement Management Procuremnt Lic/Certif
— Thrift Savings Plan CPR Cardic Pulmonary Resuscitation CPR Lic/Certif
— Thrift Savings Plan - Catch-(l_| GPS CERT Global PosSystem Practice Cert  GPS Cert Lic/Certif
Up HCV Cardiovascular Technology Cardio Tch Lic/Certif
— Union Dues HET Emergency Medicine Technology Em Med Tch Lic/Certif
[ HR Reports HIC Infe ction Contral Inf Crtrl Lic/Certif
VIREELE HMC Harardous Materials Certificte ~ HazWlat Crt Lic/Certif
[> Payroll Processing
> Training Administration HINA Nurse Anesthesiology Irs Ansths Lic/Certif
[ Manage Performance HRD Radiology Diagnosis Rad Diaan Lic/Certif
[> Non-Employee Processing LAA Loan Authorizing Approver LAA Lic/Certif
[> Time and Labor LPM Licensed Practical Nurse Lic PrNrs Lic/Certif b |
[ Morth American Payroll MNAPK National Asscn Purchasing Mars  Purch Mars Lic/Certif
1> Glabal Payrall PEST REC Pesticide Applicator Recart PestRecer Lic/Certif
Emm'{‘):g;eg:::mpmem PESTICID Peslicide Applicator Cerfiica  PastCert LiciCertit
It Pemonizatinnzl Rl s | 7 PHA Personnel Management Associatn Per Mgmt Lic/Certil =

Step Action

9. Click the Procurement Management link.
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> Payroll Documents
— Cerifications
— Education Information
— Allowances
— Auth for Restored Annual
Leave 1N

Mew Window | Help | Customize Page | B

GREGORY A SMITH EmpllD: 077777 Rcd# 0 SSN 00(XX-6688

— Charitable Contributions

— Compensatory Time
Pavments

- Court Child Care/&limony EffectveDate 08312008 C pay periog: 13 ACtion Date 09/11/2008

— Deductions Due to
Indebtedness

— Direct Deposit

— Discretionary Allotments

— Financial Allotment/Health Stackhouse Tracey F
Sav

— Flexible Spending Account

— Health Benefits

— Leave Data Transferred

— Lump Sum Leave —_—
Payments *Professional Cert Code lcPm e} Procurement Management

— MMA - Health Benefits

— Master File Change *State Code Q

— Multi-Element Update

— Non-Federal Life Insurance Profesional Certification Yr

— SES Performance
Appraisal

- Savings Bonds

— Severance Payment

— ISP Loan Allotment

— TaxData

— Thrift Savings Plan

— Thrift Savings Plan - Catch-|_|
Up

— Union Dues

[ HR Reports

[> Recruiting

E ?z;ﬁ:gpﬁ:lisrﬁgtgaﬁon B save | [S\Return to Search | i Refresh Update/Display | =~

[ Manage Performance

[> Non-Employee Processing

[> Time and Labor

[> Morth American Payroll

[ Global Payroll

[ Payroll Interface

[ Workforce Development
Ia) innal M 1

InPro

User ID TSOTT619 Transaction Status:

Professional Certification

Account Transaction Code  Add M

m

Step Action

10. Click the Look up State Code (Alt+5) button.
[&]
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= Payroll Documents New Window | Help ‘ n .
— Cerifications
— Education Information
— Mlowances Look Up State Code
— Auth for Restored Annual
Leave | State: begins with ~
— Charitable Contributions
— Compensatory Time Description: begins with -
Pavments
— Court Child CareiAlimony
- Deductions Due to Look Up | Clear | Cancel | Basic Lookup
Indebtedness
- Direct Deposit L
— Discretionary Allotments Search Results T
- Financial AllotmentHealth 180 af 80
Sav _ e  Description
 Heahengiis o | | AT Aska
— Leave Data Transferrad A Aabama
~ Lump Sum Leave E| AR i
Paymenis AS American $amoa
— MMA - Health Benefits AZ Arizona
— Master File Change CA California
— Multi-Element Update co Colorado
— Non-Federal Life Insurance cT Connecticut | &
- SESPerumance DC  Districtof Columbia
- Savings Bonds DE M
- Severance Payment EL Elorida
— ISP Loan Allotment GA Georgia
— TaxData Ga GUAN
— Thrift Savings Plan Gy Guam
= Thrift Savings Plan - Catch-| 1 b Hawaii
%ion Dues 1A lowa
o T
[> Payroll Processing N Indiana
[> Training Administration i3 Kansas
[> Manage Performance KY Kentucky
[> Non-Employee Processing LA Louisiana
[ Time and Labor WA Massachusetis
[> Morth American Payroll WD Maryland
[ Global Payroll WE Maine
[ Payroll Interface — —
[ Workforce Development 1} Michigan
I: Nrnanizatinnal Dioval MM Minnesota i

Step Action
11. Click the Louisiana link.

[La Louisiana |
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> Payroll Documents
— Cerifications
— Education Information
— Allowances
— Auth for Restored Annual
Leave 1N

Mew Window | Help | Customize Page | B

GREGORY A SMITH EmpllD: 077777 Rcd# 0 SSN 00(XX-6688

— Charitable Contributions

— Compensatory Time
Pavments

- Court Child Care/&limony EffectveDate 08312008 C pay periog: 13 ACtion Date 09/11/2008

— Deductions Due to
Indebtedness

— Direct Deposit

— Discretionary Allotments

— Financial Allotment/Health Stackhouse Tracey F
Sav

— Flexible Spending Account

— Health Benefits

— Leave Data Transferred

— Lump Sum Leave
Payments *Professional Cert Code CPM e} Procurement Management

— MMA - Health Benefits

— Master File Change =State Code LA Q

— Multi-Element Update

— Non-Federal Life Insurance Profesional Certification Yr |

— SES Performance
Appraisal

- Savings Bonds

— Severance Payment

— ISP Loan Allotment

— TaxData

— Thrift Savings Plan

— Thrift Savings Plan - Catch-|_|
Up

— Union Dues

[ HR Reports

[> Recruiting

E ?z;ﬁ:gpﬁ:lisrﬁgtgaﬁon B save | [S\Return to Search | i Refresh Update/Display | =~

[ Manage Performance

[> Non-Employee Processing

[> Time and Labor

[> Morth American Payroll

[ Global Payroll

[ Payroll Interface

[ Workforce Development
Ia) innal M 1

InPro

User ID TSOTT619 Transaction Status:

Professional Certification

Account Transaction Code  Add M

m

Step Action

12. Enter the desired information into the Professional Certification Yr field.
Enter a valid value e.g. "1995".
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= Payroll Documents
— Cerifications
— Education Information
— Allowances
— Auth for Restored Annual

Mew Window | Help | Customize Page | B

Leave —  GREGORY A SMITH EmplD: 077777 Rcd# 0 SSN J00CXA-6688
— Charitable Contributions

— Compensatory Time
Pavments
- Court Child Care/&limony EffectveDate 08312008 C pay periog: 13 ACtion Date 09/11/2008
— Deductions Due to
Indebtedness
— Direct Deposit
— Discretionary Allotments
— Financial Allotment/Health Stackhouse Tracey F
Sav
— Flexible Spending Account
— Health Benefits
— Leave Data Transferred
— Lump Sum Leave
Payments *Professional Cert Code CPM e} Procurement Management
— MMA - Health Benefits
— Master File Change =State Code LA Q
— Multi-Element Update
— Non-Federal Life Insurance Profesional Certification Yr 1995
— SES Performance
Appraisal
- Savings Bonds
— Severance Payment
— ISP Loan Allotment
— TaxData
— Thrift Savings Plan
— Thrift Savings Plan - Catch-|_|
Up
— Union Dues
[ HR Reports
[> Recruiting
[> Payroll Processing
[ Training Administration
[ Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> Morth American Payroll
[ Global Payroll
[ Payroll Interface

[ Workforce Development
Ia) innal M 1

InP'rs

User ID TSOTT619 Transaction Status:

Professional Certification

Account Transaction Code  Add M

m

B save | [S\Return to Search | i Refresh Update/Display | =7 C

Step Action
13. Click the Save button.
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=+ Payroll Documents
— Cerifications
— Education Information
— Allowances
— Auth for Restored Annual
Leave 1N

New Window | Help | Customize Pag Saved

GREGORY A SMITH EmpllD: 077777 Rcd# 0 SSN 00(XX-6688

— Charitable Contributions

— Compensatory Time
Pavments

— Court Child CareiAlimony

— Deductions Due to
Indebtedness

— Direct Deposit

— Discretionary Allotments

- Financial Allotment/Health Stackhouse Tracey F
Sav E 5

- Flexible Spending Account e Windows Itermet Explarer S [

— Health Benefits

— Leave Data Transferred

— Lump Sum Leave

Effective Date 08/3112008 O pay Period: 18 Action Date

User ID TSOTT619 Transaction Status:

Accoun|

m

Professional Certification Information has been successfully Saved for

Paymenls *Profesy Emplid: 077777 with Effdt: 2008-08-31 (99999,999)
~ MMIA - Health Benefits
— Master File Change *State Cf

— Multi-Element Update

— Non-Federal Life Insurance Profesid

— SES Performance -
Appraisal

- Savings Bonds

— Severance Payment

— ISP Loan Allotment

— TaxData

— Thrift Savings Plan

— Thrift Savings Plan - Catch-|_|
Up

— Union Dues

[ HR Reports

[> Recruiting

E ?;ﬁ?:gpﬁniisrﬁgtgaﬁon B save | [SiReturn to Search | i Refresh Update/Display | =~

[ Manage Performance

[> Non-Employee Processing

[> Time and Labor

[> Morth American Payroll

[ Global Payroll

[ Payroll Interface

[ Workforce Development
I A innal M 1

Step Action
14, Click the OK button.

15. This completes Certifications.
End of Procedure.
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Court Child Care / Alimony

Overview

Some fields on the Court Child / Alimony page have changed.

Court Child Care / Alimony

This section demonstrates the changes to Court Child Care / Alimony.

Stackhouse,Tracey F Library of Congress

B E TR
Menu =

Search:
®

Sign out
Help

MultiChannel Console | _Add to Favorites

> My Favorites

[ Employee Self Senice

[> Manager Self Service

[» PAR Processing

[ Position Management

[> Payroll Documents

[ HR Reporis

[> Recruiting

[> Payroll Processing

[> Training Administration

[> Manage Performance

[ Mon-Employee Processing
[> Time and Labor

[> Morth American Payroll

[> Global Payroll

[> Payroll Interface

[> Workforce Development

[- Organizational Development
[» Enterprise Learning

[> Pension

[> Labor Relations

[> Transit Subsidy

[ EmpowHR Setup Tables (HD)
[ EmpowHR User Security (HD)
> Set Up HRMS

[ Enterprise Componenis

[ Worklist

[ Application Diagnostics

[> Tree Manager

[> Reporting Tools

[- PeopleTools

— Applicant Home

— Change Wy Password

— My Personalizations

— Wy System Profile

— My Dictionary

— EmpowHR Process Monitor

Step Action

1. Click the Payroll Documents link.
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uth for Restored Annual

Leave
haritable Contributions

- Compensatory Time
Payments

— Court Child Care/&limony

— Deductions Due to
Indebtedness

— Direct Deposit

— Discretionary Allotments

~ Financial AllotmentiHealth
Sav

— Flexible Spending Account

— Health Benefits

— Leave Data Transferred

— Lump Sum Leave
Pavments

— MMA - Health Benefits

— Master File Chanae

— Multi-Element Update

— Non-Federal Life Insurance

— SES Performance
Appraisal

— Savings Bonds

- Severance Payment

— TSP Loan Allotment

— TaxData

— Thrift Savings Plan

Up

— Union Dues
[ HR Reports
[ Recruiting
[> Payroll Processing
[> Training Administration
[> Manage Performance
[ Mon-Employee Processing
[> Time and Labor
[> Morth American Payroll
[ Global Payroll
[ Payroll Interface
[> Workforce Development

i ent

= Thrift Savings Plan - Catch-|| |

Stackhouse,Tracey F Library of Congress

ﬁ Payroll Documents
Payroll Documents.

= Certifications
Certification Information

= Auth for Restored Annual Leave
Auth for Restored Annual Leave

Court Child Care/Alimon
Court Child Care/alimony

D\scret\ona Allotments
Discretionary Allotments

m

Eﬁ“ Health Benefits
Federal Employee Health Benefits

Eﬁ“ MMA - Health Benefits
MWA - Health Benefits

E" HNon-Federal Life Insurance
Non-Federal Life Insurance

Severance Payment
Severance Payment

Eﬁ" Thrift Savings Plan
Thrift Savings Plan

Al

=| Education Information
Education

= Charitable Contributions
Charitable Contributions.

E" Deductions Due to Indebtedness

Deductions Due to Indebtedness

E" Financial Allotment/Health Sav
Financial Allotment

E" Leave Data Transferred
Leave Data Transferred

Master File Change
Master File Change

E" SES Performance Appraisal
SES Performance Appraisal

TSP Loan Allotment

Eﬁ" Thrift Savings Plan - Catch-U
Thrift Savings Plan - Catch-Up

Edit "Payroll Documents” Folder

Allowances
Allowances

5 Compensatory Time Payments
Compensatory Time Payments

Direct Deposit
Direct Deposit

Flexible Spending Account

E" Lump Sum Leave Payments
Lump Sum Leave Payments

Multi-Element Update
Multi-Element Update

Savings Bonds
Savings Bonds

E" Tax Data
Tax Data

Union Dues

Step

Action

2. Click the Court Child Care/Alimony link.

[Court Child Care/) monj
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MultiChannel Console Sign out

= Payroll Documents -
- Certifications
— Education Information . .
— allowances Court Child Care/Alimony

— Auth for Restored Annual Enter any information you have and click Search. Leave fields blank for a list of all values
Leave

New Window | Help | B}

— Charitable Contributions || | Find an Existing Value

- Compensatory Time
Payments

urt Child Care/Alimony EmpliD: begins with + |

— Deductions Due to Empl Red Nbr: - -
Indebtedness

— Direct Deposit Social Security Number:=

— Discretionary Allotments -

- Financial AlloimentiHealth Name: begins with =
Sav

— Flexible Spending Account

— Health Benefits Agency: begins with - Q

- Leave Data Transferred

— Lump Sum Leave Sub-Agency: begins with ~ Q
Payments .

— MMA - Health Benefits [7]Case Sensitive

— Master File Change

— Multi-Element Update Search Clear | Basic Search [El Save Search Criteria

— Non-Federal Life Insurance

— SES Performance
Appraisal

- Savings Bonds

— Severance Payment

— ISP Loan Allotment

— TaxData

— Thrift Savings Plan

— Thrift Savings Plan - Catch-|_|
Up

— Union Dues

[ HR Reports

[> Recruiting

[> Payroll Processing

[ Training Administration

[ Manage Performance

[> Non-Employee Processing

[> Time and Labor

[> Morth American Payroll

[ Global Payroll

[ Payroll Interface

[ Workforce Development
[ Ornanizatinnal T 1

Last Name: begins with -

m

Step Action

3. Enter the desired information into the EmplID field. Enter a valid value e.g.
"O77TTT".
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Stackhouse,Tracey F Library of Congress

= Payroll Documents -
- Certifications
— Education Information

New Window | Help | B}

— allowances Court Child Care/Alimony
— Auth for Restored Annual Enter any information you have and click Search. Leave fields blank for a list of all values
Leave

- Charitable Contributions | | Find an Existing Value

- Compensatory Time
Payments .

— Court Child Care/Alimony EmpliD: begins with = 077777

- Deductions Due to Empl Red Nbr: - -
Indebtedness

— Direct Deposit Social Security Number:=

— Discretionary Allotments X -

- Financial AlloimentiHealth Name: begins with =
Sav ) Last Name: begins with -

— Flexible Spending Account

— Health Benefits Agency: begins with - Q

— Leave Data Transferred

— Lump Sum Leave £| Sub-Agency: begins with ~ Q
Payments [ case sensitive

— MMA - Health Benefits
— Master File Change
— Multi-Element Update Search Clear | Basic Search [El Save Search Criteria
— Non-Federal Life Insurance
— SES Performance
Appraisal
- Savings Bonds
— Severance Payment
— ISP Loan Allotment
— TaxData
— Thrift Savings Plan
— Thrift Savings Plan - Catch-|_|
Up

— Union Dues

[ HR Reports

[> Recruiting

[> Payroll Processing

[ Training Administration

[ Manage Performance

[> Non-Employee Processing

[> Time and Labor

[> Morth American Payroll

[ Global Payroll

[ Payroll Interface

[ Workforce Development
Ia) innal M 1

Step Action
4, Click the Search button.
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Wiorklist [ _MultiChannel Console | Add to Favorites | Sign out

[ Payroll Documents - Mew Window | Help | Customize Page | B,
- Cerfifications

— Education Information

- Allowances

— Auth for Restored Annual
Leave

— Charitable Contributions

— Compensatory Time (Court Ordered Child Care or Alimony Deductions F
Payments -

Effective Date: |09/14/2008 | pay Period: 19 Action Date: 09/24/2008 HE

— Deductions Due to -
Indebtedness User ID: TS077619 Transaction Status: InProgress

— Direct Deposit

- Discrotonany Atoiments
— Financial AllotmentHealth
Sav Case Number: Transaction Code:

— Flexible Spending Account “ourt Ordered Pay Period Deduction

— Health Benefits

GREGORY A SMITH EmpliD: 077777 Rcd# 0 SSN 0X0-xX-9999

-

— Leave Data Transferred Dollar Amount: $0.00 Percentage of Applicable Earnings: 0

 Lump Sum Leas = - =
Lump Sum | eave Not to Exceed Dollar Amount Per Pay Period: $0.00 3
Payments

— MMA - Health Benefits

- i . s .
R —— Total Amount: 50.00 Amount Collectable Per Pay Period: $0.00

— Multi-Element Update

- Non-Federal Life Insurance arreears |

~ SES Perormance Total Amount: 50.00 Amount Collectable Per Pay Period: §0.00
Appraisal
- Savings Bonds Percentage of Applicable Earnings Per Pay Period:
— Severance Payment
— TSP Loan Allotment Not To Exceed Dollar Amount Per Pay Period: 50.00
— TaxData . .
— Thrift Savings Plan Maximum Percentage:
— Thrift Savings Plan - Catch-|[_J Employee Case Number Assigned by Court:
Up
— Union Dues
[ HR Reports [Payment Method
I Recruiting ©) Check ) Direct Deposit

[> Payroll Processing
[ Training Administration | &
[ Manage Performance

[> Non-Employee Processing
[> Time and Labor

[> Morth American Payroll

[ Global Payroll

[ Payroll Interface

[ Workforce Development
[ Ornanizatinnal T 1

Step Action
5. Click the scrollbar.
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- Payroll Documents
- Certifications
— Education Information
- Allowances
— Auth for Restored Annual
Leave
— Charitable Contributions
- Compensatory Time
Payments
— Deductions Due to
Indebtedness

— Leave Data Transferred

— Lump Sum Leave
Payments

— MMA - Health Benefits

— Master File Change

— Multi-Element Update

— Non-Federal Life Insurance

— SES Performance
Appraisal

- Savings Bonds

— Severance Payment

— ISP Loan Allotment

— TaxData

— Thrift Savings Plan

Up

— Union Dues
[ HR Reports
[> Recruiting
[> Payroll Processing
[ Training Administration
[ Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> Morth American Payroll
[ Global Payroll
[ Payroll Interface
[> Workforce Development

[+ Nrnanizatinnal Diovsl

m

— Thrift Savings Plan - Catch-|_|

Stackhouse,Tracey F Library of Congress

Effective Date: [19/14/2008 O Pay Period: 19 Action Date: 09/24/2008

User ID: TS077619 Transaction Status: InProgress

Case Number: Transaction Code: h
~ourt Ordered Pay Period Deduction

Dollar Amount: $0.00 Percentage of Applicable Earnings: 0

- ; Not to Exceed Dollar Amount Per Pay Period: $0.00
— Direct Deposit
- Discrefionary Allotments
- g|:VanC|aI Allotment/Health Total Amount: 50.00 Amount Collectable Per Pay Period: $0.00
- Flexible Spending Account Arears |
~ Health Benefits Total Amount: $0.00 Amount Collectable Per Pay Period: $0.00

Percentage of Applicable Earnings Per Pay Period:
Not To Exceed Dollar Amount Per Pay Period: 50.00
Maximum Percentage:

Employee Case Number Assigned by Court:

EHE

[Payment Method

©) Check () Direct Deposit

& save | 4 Return to Search

Sign out

m

Step Action

6. Click the green book icon to view changes on the Court Child Care /
Alimony page.
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¢ TN
Enter either Name and | Available Removed This text was remavedin 9.0.

Address or EFT Info

Deduction Recipient . Available Changed This field was renamed Payment

Information Method in 9.0

EFT . Available Changed This field was renamed Direct
Deposit in 9.0

EFT Info . Available Changed This field was renamed Direct
Deposit Infoin 9.0.

Recipient Name . Available Changed This field was renamed Mame in
9.0.

Name and Address Info | Available Changed These fields are hidden until a

Section . user selects the Payment

Method. The selected section
willthen display.

Direct Deposit Section | Available Changed These fields are hidden until a

. user selects the Payment
Method. The selected section
willthen display.
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= Payroll Documents

— Certifications

— Education Information

- Allowances

— Auth for Restored Annual
Leave

— Charitable Contributions

— Compensatory Time
Pavments

— Court Child Care/Alimony

— Deductions Due to
Indebtedness

— Direct Deposit

- Discretionary Allotments

— Financial AllotmentHealth
Sav

— Flexible Spending Account

— Health Benefits

— Leave Data Transferred

- Lump Sum Leave
Payments

— MMA - Health Benefits

— Master File Chanage

— Multi-Element Update

— SES Performance
Appraisal

— Savings Bonds

- Severance Payment

— TSP Loan Allotment

— TaxData

— Thrift Savings Plan

Up

— Union Dues
[ HR Reports
[> Recruiting
[> Payroll Processing
[+ Training Administration
[> Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> Morth American Payroll
[ Global Payroll
[ Payroll Interface

[ Workforce Development
[ Ornanizatinnal T 1

— Mon-Federal Life Insurance

m

— Thrift Savings Plan - Catch-|_|

Stackhouse,Tracey F Library of Congress

I ——— +
Effective Date: [09/14/2008 @ Pay Period: 19 Action Date: 09/24/2008 =
User ID: TSO77619 Transaction Status: InProgress
Case Number: Transaction Code: v

~ourt Ordered Pay Period Deduction

Dollar Amount: $0.00 Percentage of Applicable Earnings: 0

Not to Exceed Dollar Amount Per Pay Period: §0.00
Total Amount: $0.00 Amount Collectable Per Pay Period: 0.00

Arrears . |
Total Amount: $0.00 Amount Collectable Per Pay Period: §0.00

Percentage of Applicable Earnings Per Pay Period:

Not To Exceed Dollar Amount Per Pay Period: 50.00
Maximum Percentage:

Employee Case Number Assigned by Court:

[Payment Method

) Check () Direct Deposit

& save | 4 Return to Search

Sign out

mn

Step Action

7. Click the Check Payment Method option.
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= Payroll Documents

— Certifications

— Education Information

- Allowances

— Auth for Restored Annual
Leave

— Charitable Contributions

— Compensatory Time
Pavments

— Court Child Care/Alimo

— Deductions Due to
Indebtedness

— Direct Deposit

- Discretionary Allotments

— Financial AllotmentHealth
Sav

— Flexible Spending Account

— Health Benefits

— Leave Data Transferred

- Lump Sum Leave
Payments

— MMA - Health Benefits

— Master File Chanage

— Multi-Element Update

— SES Performance
Appraisal

— Savings Bonds

- Severance Payment

— TSP Loan Allotment

— TaxData

— Thrift Savings Plan

Up

— Union Dues
[ HR Reports
[> Recruiting
[> Payroll Processing
[+ Training Administration
[> Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> Morth American Payroll
[ Global Payroll
[ Payroll Interface

[ Workforce Development
[ Ornanizatinnal T 1

— Mon-Federal Life Insurance

m

— Thrift Savings Plan - Catch-|_|

racey F Library of Congress

Sign out

Effective Date:  09/14/2008 Pay Period: 19 Action Date: 09/24/2008

User ID: TS077619 Transaction Status: InProgress

Case Number: Transaction Code: v —
Dollar Amount: $0.00 Percentage of Applicable Earnings: 0
Not to Exceed Dollar Amount Per Pay Period: §0.00
Total Amount: 30.00 Amount Collectable Per Pay Period: 0.00
Arrears . |
Total Amount: $0.00 Amount Collectable Per Pay Period: §0.00
Percentage of Applicable Earnings Per Pay Period:
Not To Exceed Dollar Amount Per Pay Period: 50.00
Maximum Percentage:

Employee Case Number Assigned by Court:

m

[Payment Method
Check () Direct Deposit
Name and Address Information

Recipient
Name:
Address:
City:

State: Zip:

B save | [S\Return to Search

Step

Action

The Name and Address Information is hidden until a user selects the
Check Payment Method.
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= Payroll Documents

— Certifications

— Education Information

- Allowances

— Auth for Restored Annual
Leave

— Charitable Contributions

— Compensatory Time
Pavments

— Court Child Care/Alimony

— Deductions Due to
Indebtedness

— Direct Deposit

- Discretionary Allotments

— Financial AllotmentHealth
Sav

— Flexible Spending Account

— Health Benefits

— Leave Data Transferred

- Lump Sum Leave
Payments

— MMA - Health Benefits

— Master File Chanage

— Multi-Element Update

— SES Performance
Appraisal

— Savings Bonds

- Severance Payment

— TSP Loan Allotment

— TaxData

— Thrift Savings Plan

Up
— Union Dues
[ HR Reports
[> Recruiting
[> Payroll Processing
[+ Training Administration
[> Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> Morth American Payroll
[ Global Payroll
[ Payroll Interface
[> Workforce Development

— Mon-Federal Life Insurance

— Thrift Savings Plan - Catch-|_|

Stackhouse,Tracey F Library of Congress

Sign out

Effective Date:  09/14/2008 Pay Period: 19 Action Date: 09/24/2008 =
UseriD: TS077619 Transaction Status: InProgress
Case Number: Transaction Code: v
Dollar Amount: $0.00 Percentage of Applicable Earnings: 0
Not to Exceed Dollar Amount Per Pay Period: §0.00
Total Amount: 30.00 Amount Collectable Per Pay Period: 0.00
Arrears . |
Total Amount: $0.00 Amount Collectable Per Pay Period: §0.00

m

Percentage of Applicable Earnings Per Pay Period:

Not To Exceed Dollar Amount Per Pay Period: 50.00
Maximum Percentage:

Employee Case Number Assigned by Court:

[Payment Method
Check () Direct Deposit
Name and Address Informati

Recipient
Name:
Address:

City:
State: Zip:

B save | [S\Return to Search

[+ Nrnanizatinnal Diovsl

m

Step Action

9. Cl

ick the Direct Deposit Payment Method option.

Direct Deposit]
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= Payroll Documents

— Certifications

— Education Information

- Allowances

— Auth for Restored Annual
Leave

— Charitable Contributions

— Compensatory Time
Pavments

— Court Child Care/Alimony

— Deductions Due to
Indebtedness

— Direct Deposit

- Discretionary Allotments

— Financial AllotmentHealth
Sav

— Flexible Spending Account

— Health Benefits

— Leave Data Transferred

- Lump Sum Leave
Payments

— MMA - Health Benefits

— Master File Chanage

— Multi-Element Update

— SES Performance
Appraisal

— Savings Bonds

- Severance Payment

— TSP Loan Allotment

— TaxData

— Thrift Savings Plan

Up

— Union Dues
[ HR Reports
[> Recruiting
[> Payroll Processing
[+ Training Administration
[> Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> Morth American Payroll
[ Global Payroll
[ Payroll Interface

[ Workforce Development
[ Ornanizatinnal T 1

— Mon-Federal Life Insurance

m

— Thrift Savings Plan - Catch-|_|

Stackhouse,Tracey F Library of Congress

Worklist

MultiChannel Console

+
Effective Date: 09/14/2008 Pay Period: 19 Action Date: 09/24/2008 =E

User ID: TS077619 Transaction Status: InProgress

Case Number: Transaction Code: M
Dollar Amount: $0.00 Percentage of Applicable Earnings: 0
Hot to Exceed Dollar Amount Per Pay Period: $0.00

Total Amount: 30.00 Amount Collectable Per Pay Period: 0.00
Arrears . |
Total Amount: $0.00 Amount Collectable Per Pay Period: §0.00
Percentage of Applicable Earnings Per Pay Period:
Not To Exceed Dollar Amount Per Pay Period: 50.00
Maximum Percentage:
Employee Case Number Assigned by Court:
Payment Method
) Check ) Direct Deposit

Direct Deposit Information

Account ) Checking ) Savings
Type:

Routing #: Q

Acct. #

& save | L4 Return to Search

Add {o Favorites

Sign out

m

Step

Action

10.

The Direct Deposit Information is hidden until a user selects the Direct
Deposit Payment Method.

11.

This completes Court Child Care / Alimony.
End of Procedure.
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Deduction Due to Indebtedness
Overview
Some fields on the Deduction Due to Indebtedness page have changed or been

removed.

Deduction Due to Indebtedness
This section demonstrates the changes to Deduction Due to Indebtedness.

Stackhouse,Tracey F Library of Congress

Eaipow E TR
Menu =

Search:
[ My Favorites

[ Employee Self Senvice

[> Manager Self Service

[ PAR Processing

[> Position Management

[> Payroll Documents

[ HR Reports

[> Recruiting

[+ Payroll Processing

[> Training Administration

[ Manage Perfarmance

[> Mon-Employee Processing
[> Time and Labor

[> North American Payroll

[+ Global Payroll

[> Payroll Interface

[> Workforce Development

[> Organizational Development
[> Enterprise Learning

[ Pension

[- Labor Relations

[ Transit Subsidy

[ EmpowHR Setup Tables (HD)
[ EmpowHR User Security (HD)
[ Set Up HRMS

[> Enterprise Components

[ Worklist

[> Application Diagnostics

[> Tree Manager

[ Reporting Toals

[- PeopleTools

— Applicant Home

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Process Monitor

Wiorklist

Sign out
Help

MultiChannel Console | _Add to Favorites

Step Action

1. Click the Payroll Documents link.
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Certifications

— Education Information

- Allowances

— Auth for Restored Annual
Leave

— Charitable Contributions

— Compensatory Time
Pavments

— Court Child CareiAlimony

— Deductions Due to
Indebtedness

— Direct Deposit

— Discretionary Allotments

— Financial AllotmentHealth
Say

— Flexible Spending Account

— Health Benefits

— Leave Data Transferred

- Lump Sum Leave
Paymenis

— MMA - Health Benefits

— Master File Change

— Multi-Element Update

- SES Performance
Appraisal
— Savings Bonds
— Severance Payment
— TSP Loan Allotment
— TaxData
— Thrift Savings Plan
— Thrift Savings Plan - Catch-
Up
— Union Dues
[ HR Reports
[> Recruiting
[> Payroll Processing
[> Training Administration
[> Manage Performance
[> Mon-Employee Processing
[> Time and Labor
[> Morth American Payroll
[ Global Payroll
[ Payroll Interface
[> Workforce Development
- Organizational Development

— Non-Federal Life Insurance

ﬁ Payroll Documents

Payroll Documents

E" Certifications
Certification Information

E" Auth for Restored Annual Leave
Auth for Restored Annual Leave

E" Court Child Care/Alimon
Court Child Care/Alimony

D\screl\ona Allotments
Discretionary Allotments

m

Health Benefits
Federal Employee Health Benefits

MMA - Health Benefits
MN4 - Health Benefits.

E" Hon-Federal Life Insurance
Non-Federal Life Insurance

Severance Payment
Severance Payment

E" Thrift Savings Plan
Thrift Savings Plan

Al

Stackhouse,Tracey F Library of Congress

E" Education Information
Education

E" Charitable Contributions
Charitable Contributions.

E Deductions Due to Indebtedness
Deductions Due to Indebtedness

E" Financial AllotmentiHealth Sav
Financial Allotment

eave Data Transferred
Leave Data Transferred

Master File Change
Master File Change

E" SES Performance Appraisal
SES Performance Appraisal

TSP Loan Allotment

E" Thrift Savings Plan - Catch-U
Thrift Savings Plan - Catch-Up

Bl NMain M

Edit "Payroll Documents” Folder

E“ Allowances
Allowances

E" Compensatory Time Payments
Compensatory Time Payments

Direct Deposit
Direct Deposit

Flexible Spending Account

= Lump Sum Leave Payments
Lump Sum Leave Payments

Multi-Element Update
Multi-Element Update

Savings Bonds
Savings Bonds

E" Tax Data
Tax Data

Union Dues

Step

Action

2. Click the Deductions Due to Indebtedness link.

Deductions Due to
Indebtedness
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Stackhouse,Tracey F Library of Congress

= F'ayrol\_ Doc_umems - Mew Window | Hel ‘ n
- Certifications
— Education Information .
— allowances Deductions Due to Indebtedness
— Auth for Restored Annual Enter any information you have and click Search. Leave fields blank for a list of all values.
Leave

haritable Contributions (| (Find an Existing Value '

— Compensatory Time
Pavments
— Court Child Care/Alimony EmpliD: begins with -

Empl Red Nbr: = -

Social Security Number: =
- Discretionary Allotments

- Financial AlloimentiHealth Name: begins with ~
Say ) Last Name: begins with ~
— Flexible Spending Account
- Health Benefits Agency: begins with ~ Q
eave Data Transferred -
— Lump Sum Leave =| Sub-Agency: begins with « s}
Bayments [[Icase Sensitive

— MMA - Health Benefits
— Master File Change
— Multi-Element Update Search | Clear |pasicSearch & Save Search Criteria

- Non-Federal Life Insurance
ES Performance

Appraisal

— Savings Bonds

- Severance Payment

— TSP Loan Allotment

ax Data

— Thrift Savings Plan

— Thrift Savings Plan - Catch-|_|
Up

— Union Dues

[ HR Reports

[> Recruiting

[> Payroll Processing

[+ Training Administration

[> Manage Performance

[> Non-Employee Processing

[> Time and Labor

[> Morth American Payroll

[ Global Payroll

[ Payroll Interface

[ Workforce Development
[ Ornanizatinnal T 1

Step Action

3. Enter the desired information into the EmplID field. Enter a valid value e.g.
"O77TTT".
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Stackhouse,Tracey F Library of Congress

[~ F'ayrol\_ Doc_umems - Mew Window | Hel ‘ n
- Certifications
— Education Information .
— allowances Deductions Due to Indebtedness
— Auth for Restored Annual Enter any information you have and click Search. Leave fields blank for a list of all values.
Leave

~ Charitable Contributions || (Find an Existing Value '

— Compensatory Time

Pavments

— Court Child Care/Alimon EmpliD: begins with ~ 077777
:Z;eductmn Due to Empl Red Nbr: - -

— Direct Deposit Social Security Number: =

- Discretionary Allotments . -

- Financial AlloimentiHealth Name: begins with ~
Sav ) Last Name: pegins with -

— Flexible Spending Account

- Health Benefits Agency: begins with ~ Q
Leave Data Transferred -

— Lump Sum Leave =| Sub-Agency: begins with = Q
Bayments [[Icase Sensitive

— MMA - Health Benefits
— Master File Change
— Multi-Element Update Search | Clear |pasicSearch & Save Search Criteria

- Non-Federal Life Insurance
SES Performance
Appraisal

— Savings Bonds

- Severance Payment

— TSP Loan Allotment
Tax Data

— Thrift Savings Plan

— Thrift Savings Plan - Catch-|_|
Up

— Union Dues

[ HR Reports

[> Recruiting

[> Payroll Processing

[+ Training Administration

[ Manage Performance

[> Non-Employee Processing

[> Time and Labor

[> Morth American Payroll

[ Global Payroll

[ Payroll Interface

[ Workforce Development
Ia) innal M 1

Step Action
4, Click the Search button.
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= Payroll Documents

— Certifications

— Education Information

- Allowances

— Auth for Restored Annual
Leave

haritable Contributions

— Compensatory Time
Pavments

— Court Child CareiAlimony

- Discretionary Allotments
— Financial AllotmentHealth
Sav
— Flexible Spending Account
— Health Benefits
eave Data Transferred
- Lump Sum Leave
Payments
— MMA - Health Benefits
— Master File Chanage
— Multi-Element Update

ES Performance
Appraisal
— Savings Bonds
- Severance Payment
— TSP Loan Allotment
ax Data
— Thrift Savings Plan

Up
— Union Dues
[ HR Reports
[> Recruiting
[> Payroll Processing
[ Training Administration
[> Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> Morth American Payroll
[ Global Payroll
[ Payroll Interface
[> Workforce Development

— Mon-Federal Life Insurance

— Thrift Savings Plan - Catch-|_|

Stackhouse,Tracey F Library of Congress

Worklist [ _MultiChannel Console | Add to Favorites | Sign out

New Windaw | Help | Customize Page | B

GREGORY A SMITH EmpllD: 077777 Rcd# 0 SSN )00G-0(-6688
Deductions Due To Indebtedness
a1 200a | +
Effective Date: 08/31/2008 L payperiod: 18 Date Entered: 09/11/2008 =
UserID: TS077619 Transaction Status: InProgress

ransaction Information
*Transaction Code - *Receipt Account Number

*Type Deduction Code -
Deduction Information

Balance Amount OR  Percent

Payment Method
) Check () Direct Deposit

Payment ldentification

B save | [\ Return to Search

[+ Nrnanizatinnal Diovsl

Step Action

5. Click the green book icon for changes to Deduction Due to
Indebtedness.
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- - -

Enter either Available Removed This text was removed in 9.0.

Name and

Address or EFT

Info

Deduction . Available Changed This field was renamed Payment

Recipient Method in 9.0.

Information

EFT . Available Changed This field was renamed Direct
Deposit in 9.0.

EFTInfo @ | Available Changed This field was renamed Direct
Deposit Infoin 9.0

Recipient Name Available Changed This field was renamed Name in 9.0

Mame and Available Changed These fields are hidden until a user

Address Info . selects the Payment Method. The

Section selected section will then display.

Direct Deposit . Awvailable Changed These fields are hidden until a user

Section selects the Payment Method. The

selected section will then display.
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= Payroll Documents

— Certifications

— Education Information

- Allowances

— Auth for Restored Annual
Leave

haritable Contributions

— Compensatory Time
Pavments

— Court Child CareiAlimony

- Discretionary Allotments
— Financial AllotmentHealth
Sav
— Flexible Spending Account
— Health Benefits
eave Data Transferred
- Lump Sum Leave
Payments
— MMA - Health Benefits
— Master File Chanage
— Multi-Element Update

ES Performance
Appraisal
— Savings Bonds
- Severance Payment
— TSP Loan Allotment
ax Data
— Thrift Savings Plan

Up
— Union Dues
[ HR Reports
[> Recruiting
[> Payroll Processing
[ Training Administration
[> Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> Morth American Payroll
[ Global Payroll
[ Payroll Interface
[> Workforce Development

— Mon-Federal Life Insurance

— Thrift Savings Plan - Catch-|_|

Stackhouse,Tracey F Library of Congress

Worklist

MultiChannel Console

Add {o Favorites

Sign out

New Windaw | Help | Customize Page | B

GREGORY A SMITH
Deductions Due To Indebtedness

EmpliD: 077777 Rcd# 0 SSN XCOCXX-6688

(ot mana | +
Effective Date: | 08/31/2008 | & Pay Period: 18 Date Entered: 09/11/2008 EE

User ID: TS077619 Transaction Status: InProgress

ransaction Information
*Transaction Code - *Receipt Account Number
*Type Deduction Code -

Deduction Information

Balance Amount OR  Percent

Payment Method
) Check () Direct Deposit

Payment ldentification

B save | [\ Return to Search

[+ Nrnanizatinnal Diovsl

Action

6. Click the Check option.
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= Payroll Documents

— Certifications

— Education Information

- Allowances

— Auth for Restored Annual
Leave

— Charitable Contributions

— Compensatory Time
Pavments

— Court Child CareiAlimony

tions Due to

— Direct Deposit

- Discretionary Allotments

— Financial AllotmentHealth
Sav

— Flexible Spending Account

— Health Benefits
Leave Data Transferred

- Lump Sum Leave
Payments

— MMA - Health Benefits

— Master File Chanage

— Multi-Element Update

SES Performance
Appraisal

— Savings Bonds

- Severance Payment

— TSP Loan Allotment
Tax Data

— Thrift Savings Plan

Up
— Union Dues
[ HR Reports
[> Recruiting
[> Payroll Processing
[ Training Administration
[> Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> Morth American Payroll
[ Global Payroll
[ Payroll Interface
[> Workforce Development

— Mon-Federal Life Insurance

— Thrift Savings Plan - Catch-|_|

[+ Nrnanizatinnal Diovsl

Stackhouse,Tracey F Library of Congress

Worklist

MultiChannel Console

Add {o Favorites

New Windaw | Help | Customize Page | B

GREGORY A SMITH
Deductions Due To Indebtedness

EmpliD: 077777 Rcd# 0 SSN COCXX-6688

+
Effective Date: 08/31/2008 & Pay Period: 18 Date Entered: 09/11/2008 EE

User ID: TS077619 Transaction Status: InProgress

ransaction Information
*Transaction Code - *Receipt Account Number

*Type Deduction Code -
Deduction Information
Amount OR

Balance Percent

Payment Method
() Direct Deposit

Name and Address Information

Name:

Address:

City:

State: p:
Payment ldentification

B save | [\ Return to Search

Step

Action

7. The Name and Address Information is hidden until a user selects the

Check Payment Method.
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= Payroll Documents

— Certifications

— Education Information

- Allowances

— Auth for Restored Annual
Leave

haritable Contributions

— Compensatory Time
Pavments

— Court Child CareiAlimony

- Discretionary Allotments
— Financial AllotmentHealth
Sav
— Flexible Spending Account
— Health Benefits
eave Data Transferred
- Lump Sum Leave
Payments
— MMA - Health Benefits
— Master File Chanage
— Multi-Element Update

ES Performance
Appraisal
— Savings Bonds
- Severance Payment
— TSP Loan Allotment
ax Data
— Thrift Savings Plan

Up
— Union Dues
[ HR Reports
[> Recruiting
[> Payroll Processing
[ Training Administration
[> Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> Morth American Payroll
[ Global Payroll
[ Payroll Interface
[> Workforce Development

— Mon-Federal Life Insurance

— Thrift Savings Plan - Catch-|_|

Stackhouse,Tracey F Library of Congress

Worklist

MultiChannel Console

Add {o Favorites

Sign out

New Windaw | Help | Customize Page | B

GREGORY A SMITH
Deductions Due To Indebtedness

EmpliD: 077777 Rcd# 0 SSN COCXX-6688

+
Effective Date: 08/31/2008 & Pay Period: 18 Date Entered: 09/11/2008 EE

User ID: TS077619 Transaction Status: InProgress

ransaction Information

*Transaction Code - *Receipt Account Number

*Type Deduction Code -
Deduction Information
Balance Amount OR Percent
Payment Method
() Direct Deposit

Name:

Address:

City:

State: p:

Payment ldentification

B save | [\ Return to Search

[+ Nrnanizatinnal Diovsl

Action

8. Click the Direct Deposit option.

Direct Deposit]
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Worklist [ MultiChannel Console | Add to Favorites | Sign out
= Payroll Documents -
— Certifications

— Education Information

New Windaw | Help | Customize Page | B

- Allowances
— Auth for Restored Annual
Leave I .
— Charitable Contributions GREGORY A SMITH EmpiD: 0 0 SSN J00GXK-6688
— Compensatory Time Deductions Due To Indebtedness A
Pavments
— Court Child Care/Alimony Effective Date: 08/31/2008 Q Pay Period: 18 Date Entered: 09/11/2008
User ID: TS077619 Transaction Status: InProgress
— Discretionan Allotments ransaction Information
— Financial AllotmentHealth
Sav *Transaction Code - *Receipt Account Number
— Flexible Spending Account
— Health Benefits *Type Deduction Code M

— Leave Data Transferred

- Lump Sum Leave
Payments

— MMA - Health Benefits

- :1;sterF|\e Change Balance Amount OR  Percent

— Multi-Element Update

- No deral Life Insurance
SES Performance Payment Method
Appraisal ) Check

— Savings Bonds

- Severance Payment
TSP Loan Allotment

Deduction Information

m

) Savings

Tax Data . Q
— Thrift Savings Plan Routing Number:
— Thrift Savings Plan - Catch- (| Account

Up
— Union Dues
[ HR Reports
[» Recruiting Payment Identification
[> Payroll Processing
[> Training Administration & Save | S\ Return to Search
[> Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> Morth American Payroll
[ Global Payroll
[ Payroll Interface

[ Workforce Development
[ Ornanizatinnal T 1

Number:

Step Action

9, The Name and Address Information is hidden until a user selects the
Direct Deposit Payment Method.

10. This completes Deduction Due to Indebtedness.
End of Procedure.
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Overview

Some fields on the Direct Deposit page have changed or been moved.

Direct Deposit
This section demonstrates the changes to the Direct Deposit page.

Stackhouse,Tracey F Library of Congress

B E TR
Menu =

Search:
®

Sign out
Help

MultiChannel Console | _Add to Favorites

[> My Favorites

[ Employee Self Senvice

[> Manager Self Service

[> PAR Processing

[ Position Management

[> Payroll Documents

[ HR Reports

[> Recruiting

[> Payroll Processing

[ Training Administration

[> Manage Performance

[> Non-Employee Processing
[> Time and Labor

[> Morth American Payroll

[+ Global Payroll

[> Payroll Interface

[> Workforce Development

[> Organizational Development
[- Enterprise Learning

[> Pension

[ Labor Relations

[> Transit Subsidy

[ EmpowHR Setup Tables (HD)
[ EmpowHR User Security (HD)
[- Set Up HRMS

[> Enterprise Components

[ Worklist

[> Application Diagnostics

[> Tree Manager

[ Reporting Tools

[- PeopleTools

— Applicant Home

— Change WMy Password

— My Personalizations

— Wy System Profile

— My Dictionary

— EmpowHR Process Monitor

Step Action

1. Click the Payroll Documents link.
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Certifications

— Education Information

- Allowances

— Auth for Restored Annual
Leave

— Charitable Contributions

— Compensatory Time
Pavments

— Court Child CareiAlimony

— Deductions Due to
Indebtedness

— Direct Deposit

— Discretionary Allotments

— Financial AllotmentHealth
Say

— Flexible Spending Account

— Health Benefits

— Leave Data Transferred

- Lump Sum Leave
Paymenis

— MMA - Health Benefits

— Master File Change

— Multi-Element Update

- SES Performance
Appraisal
— Savings Bonds
— Severance Payment
— TSP Loan Allotment
— TaxData
— Thrift Savings Plan
— Thrift Savings Plan - Catch-
Up
— Union Dues
[ HR Reports
[> Recruiting
[> Payroll Processing
[> Training Administration
[> Manage Performance
[> Mon-Employee Processing
[> Time and Labor
[> Morth American Payroll
[ Global Payroll
[ Payroll Interface
[> Workforce Development
- Organizational Development

— Non-Federal Life Insurance

ﬁ Payroll Documents

Payroll Documents

E" Certifications
Certification Information

E" Auth for Restored Annual Leave
Auth for Restored Annual Leave

E" Court Child Care/Alimon
Court Child Care/Alimony

Discretionary Allotments

Discretionary Allotments

m

Health Benefits
Federal Employee Health Benefits

MMA - Health Benefits
MN4 - Health Benefits.

E" Hon-Federal Life Insurance
Non-Federal Life Insurance

Severance Payment
Severance Payment

E" Thrift Savings Plan
Thrift Savings Plan

Al

Stackhouse,Tracey F Library of Congress

E" Education Information
Education

E" Charitable Contributions
Charitable Contributions.

E Deductions Due to Indebtedness

Deductions Due to Indebtedness

E" Financial AllotmentiHealth Sav
Financial Allotment

eave Data Transferred
Leave Data Transferred

Master File Change
Master File Change

E" SES Performance Appraisal
SES Performance Appraisal

TSP Loan Allotment

E" Thrift Savings Plan - Catch-U
Thrift Savings Plan - Catch-Up

Bl NMain M

Edit "Payroll Documents” Folder

E“ Allowances
Allowances

E" Compensatory Time Payments
Compensatory Time Payments

Direct Deposit
Direct Deposit

Flexible Spending Account

= Lump Sum Leave Payments
Lump Sum Leave Payments

Multi-Element Update
Multi-Element Update

Savings Bonds
Savings Bonds

E" Tax Data
Tax Data

Union Dues

Action

2. Click the Direct Deposit link.
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= F'ayrol\_ Doc_umems - o it | | n
- Certifications

— Education Information . . con | nen

- Allowances Direct Deposit

— Auth for Restored Annual Enter any information you have and click Search. Leave fields blank for a list of all values.
Leave

~ Charitable Contributions || (Find an Existing Value

— Compensatory Time
Pavments

— Court Child Care/Alimony EmpliD: begins with - |

— Deductions Due to - -
Indebtedness Empl Red Nbr: -

— Direct Depo Social Security Number: =
- Discretionary Allotments -
- Financial AlloimentiHealth Name: begins with ~
Say ) Last Name: begins with ~
— Flexible Spending Account
- Health Benefits Agency: begins with ~ Q

— Leave Data Transferred

— Lump Sum Leave =| Sub-Agency: begins with - s}
Bayments [[Icase Sensitive

— MMA - Health Benefits

— Master File Change

— Multi-Element Update Search | Clear |pasicSearch & Save Search Criteria

- Non-Federal Life Insurance

— SES Performance
Appraisal

— Savings Bonds

- Severance Payment

— TSP Loan Allotment

— TaxData

— Thrift Savings Plan

— Thrift Savings Plan - Catch-|_|
Up

— Union Dues

[ HR Reports

[> Recruiting

[> Payroll Processing

[+ Training Administration

[> Manage Performance

[> Non-Employee Processing

[> Time and Labor

[> Morth American Payroll

[ Global Payroll

[ Payroll Interface

[ Workforce Development
[ Ornanizatinnal T 1

Step Action

3. Enter the desired information into the EmplID field. Enter a valid value e.g.
"O77TTT".
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[~ F'ayrol\_ Doc_umems - Mew Window | Hel ‘ n
- Certifications
— Education Information . -
— allowances Direct Deposit
— Auth for Restored Annual Enter any information you have and click Search. Leave fields blank for a list of all values.
Leave

~ Charitable Contributions || (Find an Existing Value '

— Compensatory Time
Pavments

— Court Child CareiAlimony EmpliD: begins with ~ 077777
- Deductions Due to
Indebtedness

Empl Red Nbr: = -

- Social Security Number: =
- Discretionary Allotments

- Financial AlloimentiHealth Name: begins with ~
Say ) Last Name: begins with ~
— Flexible Spending Account
- Health Benefits Agency: begins with ~ Q
— Leave Data Transferred -
— Lump Sum Leave =| Sub-Agency: begins with - s}
Bayments [[Icase Sensitive

— MMA - Health Benefits

— Master File Change

— Multi-Element Update Search | Clear |pasicSearch & Save Search Criteria

- Non-Federal Life Insurance

— SES Performance
Appraisal

— Savings Bonds

- Severance Payment

— TSP Loan Allotment

— TaxData

— Thrift Savings Plan

— Thrift Savings Plan - Catch-|_|
Up

— Union Dues

[ HR Reports

[> Recruiting

[> Payroll Processing

[+ Training Administration

[> Manage Performance

[> Non-Employee Processing

[> Time and Labor

[> Morth American Payroll

[ Global Payroll

[ Payroll Interface

[ Workforce Development
[ Ornanizatinnal T 1

Step Action
4, Click the Search button.
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Worklist [ _MultiChannel Console | Add fo Favorites | Sign out
[~ Payroll Documents - New Window | Help | Customize Page | 15,
— Certifications
— Education Information
- Allowances
— Auth for Restored Annual
- E?mﬁmw —| GREGORY A SMITH EmpliD: 077777 Rcd# 0 SSN X00GCICGG6688
— Compensatory Time Direct Deposit
Pavments e
= Court Child Care/Alimony “Effective Date: [P8/31/2008 | Pay Period: 18 Date Entered: 09/11/2008
— Deductions Due to
Indebtedness
— Direct Depo
~ Dissretonan Alotments || [
— Financial AllotmentHealth
Sav
— Flexible Spending Account
- Health Benefits . .
— Leave Data Transferred Routing #: @
- Lump Sum Leave
Payments
— MMA - Health Benefits
ster File Change
— Multi-Element Update
— Non-Federal Life Insurance
— SES Performance
Appraisal
— Savings Bonds
- Severance Payment
— TSP Loan Allotment
— TaxData
— Thrift Savings Plan
— Thrift Savings Plan - Catch-||_|
Up
— Union Dues
[ HR Reports
[> Recruiting
[+ Payroll Processing & save | [\ Returnto Search
[+ Training Administration
[> Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> Morth American Payroll
[ Global Payroll
[ Payroll Interface

[ Workforce Development
[ Ornanizatinnal T 1

User ID: TS077619 Transaction Status: InProgress

Account Type: ) Checking ) Savings

m

*Account #:

Step Action

5. Click the green book icon for information on the change to the Direct
Deposit page.

l@ Field 8.8 Impact
Routing Number Available Changed This field was renamed Routing #
® in9.0.
Account Number Available Changed This field was renamed Account #
. in9.0.
Account Type . Available Moved This field was moved above
Routing #in 9.0.

Step Action

6. This completes Direct Deposit.
End of Procedure.
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Discretionary Allotments
Overview

Some fields on the Discretionary Allotments page have changed or been moved.

Discretionary Allotments
This page demonstrates the changes made to Discretionary Allotments.

Stackhouse,Tracey F Library of Congress

B E TR

Menu =

Search:
®

MultiChannel Console | _Add to Favorites | _Sign out

Help

[> My Favorites

[ Employee Self Senvice

[> Manager Self Service

[> PAR Processing

[ Position Management

[> Payroll Documents

[ HR Reports

[> Recruiting

[> Payroll Processing

[ Training Administration

[> Manage Performance

[> Non-Employee Processing
[> Time and Labor

[> Morth American Payroll

[+ Global Payroll

[> Payroll Interface

[> Workforce Development

[> Organizational Development
[- Enterprise Learning

[> Pension

[ Labor Relations

[> Transit Subsidy

[ EmpowHR Setup Tables (HD)
[ EmpowHR User Security (HD)
[- Set Up HRMS

[> Enterprise Components

[ Worklist

[> Application Diagnostics

[> Tree Manager

[ Reporting Tools

[- PeopleTools

— Applicant Home

— Change WMy Password

— My Personalizations

— Wy System Profile

— My Dictionary

— EmpowHR Process Monitor

Step Action

1. Click the Payroll Documents link.

171|Page



SOLUFIONS
PRI SRS TU BATIRS

Training Guide

— Education Information

- Allowances

— Auth for Restored Annual
Leave

— Charitable Contributions

— Compensatory Time
Pavments

— Court Child CareiAlimony

— Deductions Due to
Indebtedness

— Direct Deposit

— Discretionary Allotments

— Financial AllotmentHealth
Say

— Flexible Spending Account

— Health Benefits

— Leave Data Transferred

- Lump Sum Leave
Paymenis

— MMA - Health Benefits

— Master File Change

— Multi-Element Update

— Non-Federal Life Insurance

- SES Performance
Appraisal

— Savings Bonds

— Severance Payment

— TSP Loan Allotment

— TaxData

— Thrift Savings Plan

Up
— Union Dues

[ HR Reports

[> Recruiting

[> Payroll Processing

[> Training Administration

[> Manage Performance

[> Mon-Employee Processing

[> Time and Labor

[> Morth American Payroll

[ Global Payroll

[ Payroll Interface

[> Workforce Development

- Organizational Development

m

— Thrift Savings Plan - Catch- L4

Al

Stackhouse,Tracey F Library of Congress

ﬁ Payroll Documents

Payroll Documents

E" Certifications
Certification Information

E" Auth for Restored Annual Leave
Auth for Restored Annual Leave

E" Court Child Care/Alimon
Court Child Care/Alimony

D\screl\ona Allotments
Discretionary Allotments

= Health Benefits
Federal Employee Health Benefits

MMA - Health Benefits
MN4 - Health Benefits.

E" Hon-Federal Life Insurance
Non-Federal Life Insurance

Severance Payment
Severance Payment

E" Thrift Savings Plan
Thrift Savings Plan

E" Education Information
Education

E" Charitable Contributions
Charitable Contributions.

E" Deductions Due to Indebtedness

Deductions Due to Indebtedness

E" Financial AllotmentiHealth Sav
Financial Allotment

= Leave Data Transferred
Leave Data Transferred

Master File Change
Master File Change

E" SES Performance Appraisal
SES Performance Appraisal

TSP Loan Allotment

E" Thrift Savings Plan - Catch-U
Thrift Savings Plan - Catch-Up

Edit "Payroll Documents” Folder

E“ Allowances
Allowances

E" Compensatory Time Payments
Compensatory Time Payments

Direct Deposit
Direct Deposit

Flexible Spending Account

3 Lump Sum Leave Payments
Lump Sum Leave Payments

Multi-Element Update
Multi-Element Update

Savings Bonds
Savings Bonds

E" Tax Data
Tax Data

Union Dues

Step

Action

2. Click the Discretionary Allotments link.

Discretionary Allotments
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MultiChannel Console Sign out
= Payroll Documents -
— Certifications

— Education Information

New Window | Help | /&,

— allowances Discretionary Allotments
— Auth for Restored Annual Enter any information you have and click Search. Leave fields blank for a list of all values.
Leave

~ Charitable Contributions || (Find an Existing Value '

— Compensatory Time

Pavments
— Court Child Care/Alimon EmpliD: begins with - |
— Deductions Due to - -
Indebtedness Empl Red Nor: B
— Direct Deposit Social Security Number: =
~ Financial AlloimentiHealth Name: begins with ~
Sav ) Last Name: pegins with -
— Flexible Spending Account
- Health Benefits Agency: begins with ~ Q
— Leave Data Transferred -
— Lump Sum Leave =| Sub-Agency: begins with - s}
Bayments [[Icase Sensitive

— MMA - Health Benefits

— Master File Change

— Multi-Element Update Search | Clear |pasicSearch & Save Search Criteria

- Non-Federal Life Insurance

— SES Performance
Appraisal

— Savings Bonds

- Severance Payment

— TSP Loan Allotment

— TaxData

— Thrift Savings Plan

— Thrift Savings Plan - Catch-|_|
Up

— Union Dues

[ HR Reports

[> Recruiting

[> Payroll Processing

[+ Training Administration

[> Manage Performance

[> Non-Employee Processing

[> Time and Labor

[> Morth American Payroll

[ Global Payroll

[ Payroll Interface

[ Workforce Development
[ Ornanizatinnal T 1

Step Action

3. Enter the desired information into the EmplID field. Enter a valid value e.g.
"O77TTT".
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= Payroll Documents -
— Certifications
— Education Information

New Window | Help | /&,

— allowances Discretionary Allotments
— Auth for Restored Annual Enter any information you have and click Search. Leave fields blank for a list of all values.
Leave

~ Charitable Contributions || (Find an Existing Value '

— Compensatory Time

Pavments
— Court Child Care/Alimony EmpliD: begins with ~ 077777
— Deductions Due to - -
Indebtedness Empl Red Nor: B
— Direct Deposit Social Security Number:=
Hame: begins with -
Sav ) Last Name: pegins with -
— Flexible Spending Account
- Health Benefits Agency: begins with ~ Q
— Leave Data Transferred -
— Lump Sum Leave =| Sub-Agency: begins with - s}
Bayments [[Icase Sensitive

— MMA - Health Benefits

— Master File Change

— Multi-Element Update Search | Clear |pasicSearch & Save Search Criteria

- Non-Federal Life Insurance

— SES Performance
Appraisal

— Savings Bonds

- Severance Payment

— TSP Loan Allotment

— TaxData

— Thrift Savings Plan

— Thrift Savings Plan - Catch-|_|
Up

— Union Dues

[ HR Reports

[> Recruiting

[> Payroll Processing

[+ Training Administration

[ Manage Performance

[> Non-Employee Processing

[> Time and Labor

[> Morth American Payroll

[ Global Payroll

[ Payroll Interface

[ Workforce Development
Ia) innal M 1

Step Action
4, Click the Search button.
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= Payroll Documents
— Certifications
— Education Information
- Allowances
— Auth for Restored Annual
Leave

— Charitable Contributions

— Compensatory Time
Pavments

— Court Child CareiAlimony

— Deductions Due to
Indebtedness

— Direct Deposit

— Financial AllotmentHealth
Sav

— Flexible Spending Account

— Health Benefits

— Leave Data Transferred

- Lump Sum Leave
Payments

— MMA - Health Benefits

— Master File Chanage

— Multi-Element Update

— SES Performance
Appraisal

— Savings Bonds

- Severance Payment

— TSP Loan Allotment

— TaxData

— Thrift Savings Plan

Up

— Union Dues
[ HR Reports
[> Recruiting
[> Payroll Processing
[+ Training Administration
[> Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> Morth American Payroll
[ Global Payroll
[ Payroll Interface

[ Workforce Development
[ Ornanizatinnal T 1

— Mon-Federal Life Insurance

m

— Thrift Savings Plan - Catch-|_|

Stackhouse,Tracey F Library of Congress

Worklist

MultiChannel Console | Add to Favorites | _Sign out

New Windaw | Help | Customize Page | B

GREGORY A SMITH Rcd# 0 SSN 0O-XX-B688

EmpliD: 077777

Discretionary Allotment First [l 4 of 1 O] st
Tama g | +
Effective Date: |[8/31/2008 | C Pay Period: 18 Date Entered: 09/11/2008 =
User ID: TS077619 Transaction Status: InProgress
Transaction Type: M
Allotment #:

Allotment Amount: $0.00

[Payment Method

) Check () Direct Deposit

Additional information regarding payment details:

B save | [\ Return to Search

Step

Action

Click the green book icon to view the changes made to the Discretionary
Allotments page.
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Allotment Type Available Removed The allotment type now defaults to
monthly.

Account # . Available Moved Moved to below Routing # field.

Payee Information . Available Changed This field was renamed Payment
Methadin 9.0

Payee Information . Available Changed This field was renamed Payment
Methodin 9.0

Check Mailing . Available Changed This field was renamed Name &
Address Informationin 9.0

Account Type . Available Moved Moved to above Routing #in 9.0

Mame and Address Available Changed These fields are hidden until a user

Info Section o selects the Payment Method. The
selected section will then display.

Direct Deposit . Available Changed These fields are hidden until a user

Section selects the Payment Method. The
selected section will then display.

Stackhouse,Tracey F Library of Congress

I IR

= Payroll Documents -
— Certifications
— Education Information
— Allowances
— Auth for Restored Annual
Leave
— Charitable Contributions
— Compensatory Time Discretionary Allotment
Pavments _ =l
- Court Child Care/Alimony Effective Date: |08/31/2008 | C Pay Period: 18 Date Entered: 09/11/2008
— Deductions Dueto
Indebtedness UserID: TS077619
— Direct Deposit A

MultiChannel Console | _Add to Favorites | _Sign out

New Window | Help | Customize Page | 5,

GREGORY A SMITH EmpliD: 077777 Rcd# 0 SSN XXX-XX-B6638

Transaction Status: InFrogress

Transaction Type: M

Sav
— Flexible Spending Account
— Health Benefits
— Leave Data Transferred
— Lump Sum Leave
Payments

Allotment #:

m

Allotment Amount: $0.00

- Health Benefits
ster File Change
= Multi-Element Update ) Check () Direct Deposit
— Non-Federal Life Insurance
— SES Performance
Appraisal
— Savings Bonds
- Severance Payment
— TSP Loan Allotment
— TaxData
— Thrift Savings Plan
— Thrift Savings Plan - Catch-||_|
— Union Dues Additional information regarding payment details:
[ HR Reports
[ Recruitin
I Payroll Prgocessmg & Save | [SLReturnto Search
[+ Training Administration
[> Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> Morth American Payroll
[ Global Payroll
[> Payroll Interface
[> Workforce Development

[ Nrnanizatinnal Novslanmant
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Step Action

6. Click the Check option.

Stackhouse,Tracey F Library of Congress

ol =)

= Payroll Documents - New Window | Help | Customize Page | B
- Cerfifications

— Education Information

— Allowances

— Auth for Restored Annual
Leave

— Charitable Contributions

— Compensatory Time Discretionary Allotment
Pavments

— Court Child Care/Alimony Effective Date: 08/3112008 Q Pay Period: 18 Date Entered: 09/11/2008

— Deductions Dueto
Indeblednass User ID: TS077619 Transaction Status: InProgress

— Direct Deposit A

ry Allotm

AllotmentiHealth Transaction Type:

Worklist | MultiChannel Console | _Add to Favorites | _Sign out

GREGORY A SMITH EmpllD: 077777 Rcd# 0 SSN O0(-XX-B688

3
Sav
— Flexible Spending Account
— Health Benefits
— Leave Data Transferred
— Lump Sum Leave
Payments
— MMA - Health Benefits
~ MasterFile Change
— Multi-Element Update () Direct Deposit
— Non-Federal Life Insurance
— SES Performance
Appraisal Name:
— Savings Bonds
- Severance Payment Address:
— TSP Loan Allotment _
- TaxData City:
— Thrift Savings Plan State: 7Ip:
— Thrift Savings Plan - Catch-|_|
Up
— Union Dues Additional information regarding payment details:
[ HR Reports
[> Recruiting
[> Payroll Processing B save | [SLReturn to Search
[ Training Administration
[> Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> Morth American Payroll
[ Global Payroll
[ Payroll Interface

[ Workforce Development
[: Ornanivatinnal T 1l

Allotment #:

m

Allotment Amount: $0.00

Hame and Address Information

Step Action

7. The Name and Address Information is hidden until a user selects the
Check Payment Method.
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Worklist [ _MultiChannel Console | Add fo Favorites | Sign out

= Payroll Documents -

— Certifications

— Education Information

- Allowances

— Auth for Restored Annual
Leave

— Charitable Contributions

— Compensatory Time Discretionary Allotment
Pavments =

~ Court Child Care/Alimony Effective Date: 083112008 Q Pay Period: 18 Date Entered: 0911/2008

— Deductions Due to
Indebtedness UserID: TS077619 Transaction Status: InProgress

— Direct Deposit A

New Windaw | Help | Customize Page | B

GREGORY A SMITH EmpllD: 077777 Rcd# 0 SSN 00-XN-B688

ancial AllotmentHealth Transaction Type:
Sav
— Flexible Spending Account
— Health Benefits
— Leave Data Transferred
- Lump Sum Leave
Payments
— MMA - Health Benefits
~ MasterFile Change
— Multi-Element Update [ () Direct Deposit
— Non-Federal Life Insurance
— SES Performance
Appraisal Name:
— Savings Bonds
— Severance Payment Address:
— TSP Loan Allotment _
- TaxData City:
— Thrift Savings Plan State: ZIP:
— Thrift Savings Plan - Catch-|_|
Up
— Union Dues Additional information regarding payment details:
[ HR Reports
[> Recruiting
[> Payroll Processing B save | [SLReturn to Search
[ Training Administration
[> Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> Morth American Payroll
[ Global Payroll
[ Payroll Interface

[ Workforce Development
[ Ornanizatinnal T 1

Allotment #:

m

Allotment Amount: $0.00

Hame and Address Information

Step Action

8. Click the Direct Deposit option.
Direct Deposit]
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Stackhouse,Tracey F Library of Congress

Worklist | MultiChannel Console | Add to Favorites | _Sign out
= Payroll Documents -
— Certifications
— Education Information
- Allowances
— Auth for Restored Annual
Leave
_ Charitable Contrioutions | | GREGORY A SMITH EmpliD: 077777 Rcd# 0 SSN XOX-XX-6688
— Compensatory Time Discretionary Allotment | First [l 1 0f1 ] st
Pavments =
~ Court Child Care/Alimony Effective Date: 083112008 Q Pay Period: 18 Date Entered: 0911/2008
— Deductions Dueto
Indebtedness UserID: TS077619 Transaction Status: InProgress
— Direct Deposit A

New Windaw | Help | Customize Page | B

— Einancial Allotment/Health Transaction Type:
Sav

— Flexible Spending Account

— Health Benefits

— Leave Data Transferred

- Lump Sum Leave
Payments

— MMA - Health Benefits

~ MasterFile Change

— Multi-Element Update ©) Check @ Direct Deposit
e
Appraisal
— Savings Bonds |
- Severance Payment Type:
— ISP Loan Allotment Routing #: Q
— TaxData
— Thrift Savings Plan Account #
— Thrift Savings Plan - Catch-|_|
Up
— Union Dues Additional information regarding payment details:
[ HR Reports
[> Recruiting
I Payroll Processing B save | [\ Returnto Search
[ Training Administration
[> Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> Morth American Payroll
[ Global Payroll
[ Payroll Interface

[ Workforce Development
[ Ornanizatinnal T 1

Allotment #:

m

Allotment Amount: $0.00

Account  (©) Checking () Savings

Step Action

9, The Name and Address Information is hidden until a user selects the
Direct Deposit Payment Method.

10. This completes Discretionary Allotments.
End of Procedure.
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Education Information
Overview

The Education Information is populated from data residing on the NFC database. This
information may be modified.

Education Information
This section demonstrates the functionality of Education Information.

Stackhouse,Tracey F Library of Congress

Eaipow E TR
Menu =

Search:
[ My Favorites

[ Employee Self Senvice

[> Manager Self Service

[ PAR Processing

[> Position Management

[> Payroll Documents

[ HR Reports

[> Recruiting

[+ Payroll Processing

[> Training Administration

[ Manage Perfarmance

[> Mon-Employee Processing
[> Time and Labor

[> North American Payroll

[+ Global Payroll

[> Payroll Interface

[> Workforce Development

[> Organizational Development
[> Enterprise Learning

[ Pension

[- Labor Relations

[ Transit Subsidy

[ EmpowHR Setup Tables (HD)
[ EmpowHR User Security (HD)
[ Set Up HRMS

[> Enterprise Components

[ Worklist

[> Application Diagnostics

[> Tree Manager

[ Reporting Toals

[- PeopleTools

— Applicant Home

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Process Monitor

Wiorklist

Sign out
Help

MultiChannel Console | _Add to Favorites

Step Action

1. Click the Payroll Documents link.

180|Page



wHR

SOLUFIONS
PRI SRS TU BATIRS

Training Guide

EmpowHR 8.8 to 9.0 Transition Training

Certifications

— Education Information

- Allowances

— Auth for Restored Annual
Leave

— Charitable Contributions

— Compensatory Time
Pavments

— Court Child CareiAlimony

— Deductions Due to
Indebtedness

— Direct Deposit

— Discretionary Allotments

— Financial AllotmentHealth
Say

— Flexible Spending Account

— Health Benefits

— Leave Data Transferred

- Lump Sum Leave
Paymenis

— MMA - Health Benefits

— Master File Change

— Multi-Element Update

- SES Performance
Appraisal
— Savings Bonds
— Severance Payment
— TSP Loan Allotment
— TaxData
— Thrift Savings Plan
— Thrift Savings Plan - Catch-
Up
— Union Dues
[ HR Reports
[> Recruiting
[> Payroll Processing
[> Training Administration
[> Manage Performance
[> Mon-Employee Processing
[> Time and Labor
[> Morth American Payroll
[ Global Payroll
[ Payroll Interface
[> Workforce Development
- Organizational Development

— Non-Federal Life Insurance

ﬁ Payroll Documents

Payroll Documents

E" Certifications
Certification Information

E" Auth for Restored Annual Leave
Auth for Restored Annual Leave

E" Court Child Care/Alimon
Court Child Care/Alimony

Discretionary Allotments

Discretionary Allotments

m

Health Benefits
Federal Employee Health Benefits

MMA - Health Benefits
MN4 - Health Benefits.

E" Hon-Federal Life Insurance
Non-Federal Life Insurance

Severance Payment
Severance Payment

E" Thrift Savings Plan
Thrift Savings Plan

Al

Stackhouse,Tracey F Library of Congress

E" Education Information
Education

E" Charitable Contributions
Charitable Contributions.

E Deductions Due to Indebtedness

Deductions Due to Indebtedness

E" Financial AllotmentiHealth Sav
Financial Allotment

eave Data Transferred
Leave Data Transferred

Master File Change
Master File Change

E" SES Performance Appraisal
SES Performance Appraisal

TSP Loan Allotment

E" Thrift Savings Plan - Catch-U
Thrift Savings Plan - Catch-Up

Bl NMain M

Edit "Payroll Documents” Folder

E“ Allowances
Allowances

E" Compensatory Time Payments
Compensatory Time Payments

Direct Deposit
Direct Deposit

Flexible Spending Account

= Lump Sum Leave Payments
Lump Sum Leave Payments

Multi-Element Update
Multi-Element Update

Savings Bonds
Savings Bonds

E" Tax Data
Tax Data

Union Dues

Step

Action

2. Click the Education Information link.

lEducation Informati0n|
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= Payroll Documents
— Cetifications
— Education Information
— Allowances
— Auth for Restored Annual
Leave

— Charitable Contributions

— Compensatory Time
Payments

— Court Child CareiAlimony

— Deductions Due to
Indebtedness

— Direct Deposit

- Discretionary Allotments

— Financial AllotmentHealth
Sav

— Flexible Spending Account

— Health Benefits

— Leave Data Transferred

- Lump Sum Leave
Payments

— MMA - Health Benefits

— Master File Chanage

— Multi-Element Update

— SES Performance
Appraisal

— Savings Bonds

- Severance Payment

— TSP Loan Allotment

— TaxData

— Thrift Savings Plan

Up
— Union Dues
[ HR Reports
[> Recruiting
[> Payroll Processing
[+ Training Administration
[> Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> Morth American Payroll
[ Global Payroll
[ Payroll Interface

[ Workforce Development
[ Ornanizatinnal T 1

— Mon-Federal Life Insurance

— Thrift Savings Plan - Catch-|_|

Education

Stackhouse,Tracey F Library of Congress

New Window | Help | /&,

Enter any information you have and click Search. Leave fields blank for a list of all values.

{ Find an Existing Value Y

EmpliD: begins with

Empl Red Nbr: = -

Social Security Number: =

Hame: begins with

Last Name: begins with

Agency: begins with
=| Sub-Agency: begine with

Search |

il

e Q
- Q

Correct History [[] Case Sensitive

Clear | Basic Search |E) Save Search Criteria

Step

Action

3. Enter the desired information into the EmplID field. Enter a valid value e.g.

"o7TTTT".
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Stackhouse,Tracey F Library of Congress

= Payroll Documents -

— Certifications

— Education Information Education

— Allowances

— Auth for Restored Annual Enter any information you have and click Search. Leave fields blank for a list of all values.
Leave A

— Charitable Contributions Find an Existing Value %

— Compensatory Time
Payments

- Court Child Care/Alimony EmpilD: begins with ~ |077777

— Deductions Due to Empl Red Nbr: - -
Indebtedness

— Direct Deposit Social Security Number: =

- Discretionary Allotments . -

- Financial AlloimentiHealth Name: begins with ~
Sav

— Flexible Spending Account

- Health Benefits Agency: begins with ~ Q

— Leave Data Transferred -
— Lump Sum Leave Sub-Agency: begins with « Q

Payments N -
— MMA - Health Benefits Bcorrect tistory  ElCase Sensitive
— Master File Chanage
— Multi-Element Update Search | Clear |Baswc search [E Save Search Criteria
- Non-Federal Life Insurance
— SES Performance
Appraisal
— Savings Bonds
- Severance Payment
— TSP Loan Allotment
— TaxData
— Thrift Savings Plan
— Thrift Savings Plan - Catch-|_|
Up
— Union Dues
[ HR Reports
[> Recruiting
[> Payroll Processing
[+ Training Administration
[> Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> Morth American Payroll
[ Global Payroll
[ Payroll Interface

[ Workforce Development
[ Ornanizatinnal T 1

New Window | Help | /&,

Last Name: begins with -

m

Step Action
4, Click the Search button.
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MultiChannel Console | Add to Favorites | Sign out

= Payroll Documents -

— Certifications

— Education Information

— Allowances

— Auth for Restored Annual
Leave

— Charitable Contributions

— Compensatory Time
Payments Education

~ : ! ) PR -
: SSS:;Q:E ngighmo_w Effective Date 0911412008 | Pay Period:19 page Entered 09/15/2008

Indebtedness
— Direct Deposit User 1D TS077619 Transaction Status

- Discretionary Allotments

— Financial AllotmentHealth Stackhouse, Tracey F
Sav

— Flexible Spending Account

— Health Benefits _ -

- Leave Data Transferred Account Transaction Code

- Lump Sum Leave
Payments Education Level

— MMA - Health Benefits

— Master File Change School Code Q

— Multi-Element Update

— Non-Federal Life Insurance,

— SES Performance
Appraisal

— Savings Bonds

- Severance Payment

— TSP Loan Allotment

— TaxData

— Thrift Savings Plan

— Thrift Savings Plan - Catch-|_|
Up

— Union Dues

[ HR Reports

[> Recruiting

[> Payroll Processing

[ Training Administration

[> Manage Performance

[> Non-Employee Processing

[> Time and Labor

[> Morth American Payroll

[ Global Payroll

[ Payroll Interface

[ Workforce Development
Ia) innal M 1

New Windaw | Help | Customize Page | B

GREGORY A SMITH EmpllD: 077777 Rcd# 0 SSH J00G-0(-6682

Education Information

m

Instructional Program Q

Year

B save | LiReturn to Search | i Refresh Update/Display | =7 Correc

Step Action

5. Click the green book icon to view field descriptions on the Education
Information page.
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@ Field Description
Effective Date Enter the effective date of the certification.
Pay Period Defaulted value by the system.
Transaction Status This field defaults to In Progress and reflects the status ofthe

transaction. The transaction status will change when the
transaction is saved, in SINGQ, or resent to NFC.

UserID This field is generated by the system and identifies the
individual who generated the transaction.

Transaction Code Select either Add, Change, or Delete as needed.

Education Level Enter the education level or select by clicking the Lookup icon.

School Code Enter the applicable school code or select by clicking the
Lookup icon.

Instructional Program | Enter the employee’s official education record which includes
the major field of study or select by clicking the Lookup icon.

Note: Referto OPM instructions for valid codes.

Year Enter the calendar year (XXX} during which the employee
received the academic degree or certificate for the educational
level.
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MultiChannel Console | Add to Favorites | Sign out

= Payroll Documents -

— Certifications

— Education Information

— Allowances

— Auth for Restored Annual
Leave

— Charitable Contributions

— Compensatory Time
Payments Education

~ : ! ) PR -
: SSS:;Q:E ngighmo_w Effective Date 0911412008 | Pay Period:19 page Entered 09/15/2008

Indebtedness
— Direct Deposit User 1D TS077619 Transaction Status

- Discretionary Allotments

— Financial AllotmentHealth Stackhouse, Tracey F
Sav

— Flexible Spending Account

— Health Benefits _ 4]

- Leave Data Transferred Account Transaction Code

- Lump Sum Leave
Payments Education Level

— MMA - Health Benefits

— Master File Change School Code Q

— Multi-Element Update

— Non-Federal Life Insurance,

— SES Performance
Appraisal

— Savings Bonds

- Severance Payment

— TSP Loan Allotment

— TaxData

— Thrift Savings Plan

— Thrift Savings Plan - Catch-|_|
Up

— Union Dues

[ HR Reports

[> Recruiting

[> Payroll Processing

[ Training Administration

[> Manage Performance

[> Non-Employee Processing

[> Time and Labor

[> Morth American Payroll

[ Global Payroll

[ Payroll Interface

[ Workforce Development
Ia) innal M 1

New Windaw | Help | Customize Page | B

GREGORY A SMITH EmpllD: 077777 Rcd# 0 SSH J00G-0(-6682

Education Information

m

Instructional Program Q

Year

& save | L\Return to Search | r}s Refresh Update/Display | = Corr

Step Action
6. Click the Account Transaction Code list.

[ -]
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MultiChannel Console | Add to Favorites | Sign out

= Payroll Documents -

— Certifications

— Education Information

— Allowances

— Auth for Restored Annual
Leave

— Charitable Contributions

— Compensatory Time
Payments Education

~ : ! ) S -
: SSS:;Q:E ngighmo_w Effective Date 0911412008 O Pay Period:19 page Entered 09/15/2008

Indebtedness . .
— Direct Deposit User ID TS077619 Transaction Status _n rogress -

— Discretionary Allotments
— Financial AllotmentHealth Stackhouse, Tracey F
Bav
— Flexible Spending Account
— Health Benefits
— Leave Data Transferred
— Lump Sum Leave 3
Payments Education Level
— MMA - Health Benefits
— Master File Change School Code
— Multi-Element Update
— Non-Federal Life Insurance
— SES Performance
Appraisal
— Savings Bonds
— Severance Payment
— TSP Loan Allotment
— TaxData
— Thrift Savings Plan
— Thrift Savings Plan - Catch-|_|
Up
— Union Dues
[ HR Reports
[> Recruiting
[> Payroll Processing
[ Training Administration
[ Manage Performance
[> Non-Employee Processing
[ Time and Labor
[> Morth American Payroll
[ Global Payroll
[ Payroll Interface

[ Workforce Development
Ia) innal M 1

New Windaw | Help | Customize Page | B

GREGORY A SMITH EmpllD: 077777 Rcd# 0 SSH J00G-0(-6688

Education Information

Account Transaction Code: M

Instructional Program Q

Year

& save | L\Return to Search | r}s Refresh Update/Display | = C

Step Action

7. Click the Add list item.
Add
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Stackhouse,Tracey F Library of Congress

MultiChannel Console | Add to Favorites | Sign out

= Payroll Documents -

— Certifications

— Education Information

— Allowances

— Auth for Restored Annual
Leave

— Charitable Contributions

— Compensatory Time
Payments Education

~ : ! ) S -
: SSS:;Q:E ngighmo_w Effective Date 0911412008 O PayPeriod:19 page Entered 09/15/2008

Indebtedness
— Direct Deposit User 1D TS077619 Transaction Status

- Discretionary Allotments

— Financial AllotmentHealth Stackhouse, Tracey F
Sav

— Flexible Spending Account

— Health Benefits _

- Leave Data Transferred Account Transaction Code

- Lump Sum Leave
Payments Education Level

— MMA - Health Benefits

— Master File Change School Code Q

— Multi-Element Update

— Non-Federal Life Insurance,

— SES Performance
Appraisal

— Savings Bonds

- Severance Payment

— TSP Loan Allotment

— TaxData

— Thrift Savings Plan

— Thrift Savings Plan - Catch-|_|
Up

— Union Dues

[ HR Reports

[> Recruiting

[> Payroll Processing

[ Training Administration

[> Manage Performance

[> Non-Employee Processing

[> Time and Labor

[> Morth American Payroll

[ Global Payroll

[ Payroll Interface

[ Workforce Development
Ia) innal M 1

New Windaw | Help | Customize Page | B

GREGORY A SMITH EmpllD: 077777 Rcd# 0 SSH J00G-0(-6682

Education Information

[d g

m

Instructional Program Q

Year

& save | L\Return to Search | r}s Refresh Update/Display | = Corr

Step Action
8. Click the Education Level list.

| T |
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= Payroll Documents
— Certifications

Edu on Information

— Allowances

— Auth for Restored Annual
Leave

— Charitable Contributions

— Compensatory Time
Payments

— Court Child CareiAlimony

— Deductions Due to
Indebtedness

— Direct Deposit

- Discretionary Allotments

— Financial AllotmentHealth
Sav

— Flexible Spending Account

— Health Benefits

— Leave Data Transferred

- Lump Sum Leave
Payments

— MMA - Health Benefits

— Master File Chanage

— Multi-Element Update

— SES Performance
Appraisal

— Savings Bonds

- Severance Payment

— TSP Loan Allotment

— TaxData

— Thrift Savings Plan

Up

— Union Dues
[ HR Reports
[> Recruiting
[> Payroll Processing
[ Training Administration
[> Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> Morth American Payroll
[ Global Payroll
[ Payroll Interface
[> Workforce Development

— Mon-Federal Life Insurance

[+ Nrnanizatinnal Diovsl

m

— Thrift Savings Plan - Catch-|_|

Stackhou racey

GREGORY A
Effective Date 0914121
User ID TSO7761

Stackhot

Education Information

Account Transaction Code

Education Level

1yr Caol
2yrcol
3yrcol
4 yr col
=Grd8
=1yr Col
Adv Master
AdvMaster+
Advanced
Associates
Bach +
Bachelors
Doctorate
Doctorate+
Elem Sch
HS+0ccup
HE8+Tech

Hi SchiGED
Masters
Masters +
ProfDeg
Prof Deg+
Some HS
Trade Sch

New Windaw | Help | Customize Page | B

cd#

0 SSN J00-XC(-6688

9/M15/2008

InProgress

First [4] 1 of 1 ] L.

School Code
Instructional Program

Year

& save | 4 Return to Search

%y Refresh

| UpdateiDisplay | =7 Correc

Step

Action

Click the Bachelor's list item.

|Bachelors
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MultiChannel Console | Add to Favorites | Sign out

= Payroll Documents -

— Certifications

— Education Information

— Allowances

— Auth for Restored Annual
Leave

— Charitable Contributions

— Compensatory Time
Payments Education

~ : ! ) S -
: SSS:;Q:E ngighmo_w Effective Date 0911412008 O Pay Period:19 page Entered 09/15/2008

Indebtedness
— Direct Deposit User 1D TS077619 Transaction Status

- Discretionary Allotments

— Financial AllotmentHealth Stackhouse, Tracey F
Sav

— Flexible Spending Account

— Health Benefits 5 Add -
— Leave Data Transferred Account Transaction Code

- Lump Sum Leave

Payments Education Level -

— MMA - Health Benefits

— Master File Change School Code Q

— Multi-Element Update

— Non-Federal Life Insurance,

— SES Performance
Appraisal

— Savings Bonds

- Severance Payment

— TSP Loan Allotment

— TaxData

— Thrift Savings Plan

— Thrift Savings Plan - Catch-|_|
Up

— Union Dues

[ HR Reports

[> Recruiting

[> Payroll Processing

[ Training Administration

[> Manage Performance

[> Non-Employee Processing

[> Time and Labor

[> Morth American Payroll

[ Global Payroll

[ Payroll Interface

[ Workforce Development
Ia) innal M 1

New Windaw | Help | Customize Page | B

GREGORY A SMITH EmpllD: 077777 Rcd# 0 SSH J00G-0(-6682

Education Information

m

Instructional Program Q

Year

& save | L\Return to Search | r}s Refresh Update/Display | = Cor

Step Action

10. Click the Look up School Code (Alt+5) button.
[&]
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Sign out

= Payroll Documents -

— Certifications

(=] on Information

S Alowances Look Up School Code
— Auth for Restored Annual

Leave A . i i

Country: begins with +

— Charitable Contributions & d a
— Compensatory Time School Code: begins with +

Pavments
— Court Child CareiAlimony

~ Deductions Due o State: begins with = aQ
Indebtedness

— Direct Deposit

- Discretionary Allotments

— Financial AllotmentHealth

| »

New Window | Help | /&,

n

Description: begins with ~

LookUpl Clear | Cancel |Eagic|_ggkug

Say
— Flexible Spending Account Search Results B
— Health Benefits Only the first 200 results can be displayed. Enter more information above and search again to reduce the number of search results.
— Leave Data Transferred _ | View Al 1-100 01 300 [p] Last
— Lump Sum Leave 3
Payments Scl Description
— MMA - Health Benefits ARM  AMOO1 K.H. ABOUIAN DED INST - JEREVA
— Master File Change AUS  AS001 AUSTRALIAN NATL UNIV-CANBERRA
— Multi-Element Update BDG  BGOO1 UNIVERSITY OF DHAKA
- MNon-Federal Life Insurancel | can  CAMOT MCGILL UNIVERSITY

— SES Performance
Appraisal

— Savings Bonds

- Severance Pavment

CAM  CAMOD13 UNIVERSITY OF TORONTO
CAN  CAMO2 MOUNT ALLISON UNIVERSITY
CAN  CAMO3 SAINT MARY"S UNIVERSITY

— TSP Loan Allotment CAN  CANO4 DALHOUSIE UNIV

- TaxData CAM  CANOS SELKIRK COLLEGE, CASTLEGAR, BC

— Thrift Savings Plan CAM  CAMOS CONCORDIA UNIVERSITY

- Thrift Savings Plan- Catch- ] cAN  cAMOT CONCORDIA UNIVERSITY

Yo CAN  CANDS MEDICINE HAT COL . ALBERTA

B ;F% CAN  CANDY UNIVERSITY OF WESTERN ONTARIOQ
b Recrutting CAN  CAN11 UNIVERSITY OF SASKATCHEWAN
b Payroll Processing CAN  CAN12 UNIVERSITY OF BRITISH COLUMBIA
> Training Administration CHE 57001 INSTITUTE OF INTL STUDIES sz
> Manage Performance CoL  CLOo1 UNIV JORGE TADEO LOZANA ROGOTA CO
[> Non-Employee Processing COoL  CLOo02 EXTERMADO DE COLUMBIA co
1> Time and Labor COL  CL003 UNIVERSIDAD INDUST. DE SANTAND CO
- North American Payroll oL CLDD4 UNIV PEDAGOGICA DE COL, BOGOTA (blank)

[+ Global Payrall

b Payrol Interface COM CNOO2  SELKIRKCOLLEGE, CASTLEGAR. BC CA
I g T T T ST COM CNOO3  DALHOUSIE UNIV cn
I Nracnizafinnal Daval ¢|~ COM CNOO4  YORKUNIVERSITY N b

Step Action

11. Enter the desired information into the State field. Enter a valid value e.g.
"la".
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Sign out
= F'ayrol\_ Doc_:l;r]'lsems - Mew Window | Hel ‘ n -
S Alowances Look Up School Code
— Auth for Restored Annual

Leave A . i i

Country: begins with +

— Charitable Contributions & d a
— Compensatory Time School Code: begins with +

Pavments
— Court Child CareiAlimony
— Deductions Due to . i i

e e———— State: begins with ~

Indebtedness & 'd &
— Direct Deposit
- Discretionary Allotments
— Financial AllotmentHealth

n

Description: begins with ~

LookUpl Clear | Cancel |Eagic|_ggkug

Say
— Flexible Spending Account Search Results B
— Health Benefits Only the first 200 results can be displayed. Enter more information above and search again to reduce the number of search results.
— Leave Data Transferred _ | View Al 1-100 01 300 [p] Last
— Lump Sum Leave 3
Payments (Country Sch e Description
— MMA - Health Benefits ARM  AMOO1 K.H. ABOUIAN DED INST - JEREVA
— Master File Change AUS  AS001 AUSTRALIAN NATL UNIV-CANBERRA
— Multi-Element Update BDG  BGOO1 UNIVERSITY OF DHAKA
— Non-Federal Life Insurancef || can  CANO1 MCGILL UNIVERSITY

— SES Performance
Appraisal

— Savings Bonds

- Severance Pavment

CAM  CAMOD13 UNIVERSITY OF TORONTO
CAN  CAMO2 MOUNT ALLISON UNIVERSITY
CAN  CAMO3 SAINT MARY"S UNIVERSITY

— TSP Loan Allotment CAN CANO4  DALHOUSIE UNIV

- TaxData CAN  CANOS SELKIRK COLLEGE, CASTLEGAR, BC

~ Thrift Savings Plan CAN  CANDS CONCORDIA UNIVERSITY

- Thrift Savings Plan - Catch-| | can  cANOT CONCORDIA UNIVERSITY

Uo CAN  CANDS MEDICINE HAT COL AL BERTA

5 ;% CAN  CANDS UNIVERSITY OF WESTERN ONTARIOQ
P Crusit?:g CAN  CAN1T UNIVERSITY OF SASKATCHEWAN
b Payroll Processing CAN  CAN1Z UNIVERSITY OF BRITISH COLUMBIA
b T g AT TR e CHE 52001 INSTITUTE OF INTL STUDIES sz
[* Manage Performance CoL  CLOo01 UM JORGE TADEQ LOZANA ROGOTA CO
[ Mon-Employee Processing COL  CLO02 EXTERNADO DE COLUMBIA co
[- Time and Labor COL  CLO03 UNIVERSIDAD INDUST. DE SANTAND CO
I North American Payroll oL CLOD4 UNIV PEDAGOGICA DE COL, BOGOTA  (blank)

[+ Global Payrall

b Payrol Interface COM CNOO2  SELKIRKCOLLEGE, CASTLEGAR. BC CA
I g T T T ST COM CNOO3  DALHOUSIE UNIV cn
I Nragnizafinnal Daval ¢|~ COM CNOO4  YORKUNIVERSITY N -~

Step Action
12. Click the Look Up button.
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Sign out
= F'ayrol\_ Doc_umems - Mew Window | Hel ‘ n -
-Cc tions
Ed n Information
S Alowances Look Up School Code
— Auth for Restored Annual
Leave e . : »
Country: begins with +
— Charitable Contributions ¥ < Q
— Compensatory Time School Code: begins with +
Payments .
~ Court Child Care/Alimony Description: | begins with ~
— Deductions Due to . 8 »
R — State: begins with -
Indebtedness & LA Q
— Direct Deposit
- Discretionar Allotments LookU Clear Cancel )
— Financial Alloiment/Health 0 | | | sasicLootuo
Sav
— Flexible Spending Account Search Results
— Health Benefits 1-22 of 22
— Leave Data Transferred y
" LeaveDataTiansiersd |
Payments USA  LADD1 GRANMBLING COLLEGE LA
— WMA- Health Benefits USA  LADD2 LOUISIAMA ST UNIV-BATON ROUGE LA
— Master File Change UsA  LADO3 LOUISIANA 8T UNIV-NEW ORLEANS LA !
~ Mult-Element Update USA  LADO4 LOUISIANA TECHNICAL UNIVERSITY LA 7
- lNon-Federal Life Insurance| | uss  LA0DS MCNEESE STATE UNIVERSITY LA
— SES Performance USA  LADOB NICHOLLS STATE UNIVERSITY LA
%%ﬁm e USA  LADOT NORTHEAST LOUISIANA UNIVERSITY LA
- Savings Bonds
 eeverance Payment USA  LADDB NORTHWESTERN STATE UNIVERSITY LA
_ T“(;Sp Loan Allotment USA  LADDY SOUTHERN UNIV & A& MCOLLEGE LA
_ TaxData USA  LAD1D TULANE UNIVERSITY OF LOUISIANA LA
~ Thrift Savings Plan USA  LADM UNIV OF SOUTHWESTERN LOUISIANA LA
- Thrift Savings Plan - Catch-| | yss  LAp12 UNIVERSITY OF NEW ORLEANS LA
Uo USA  LAD13 XAVIER UNIVERSITY OF LOUISIANA LA
— W UsA  LAOT4 LOUISIANA COLLEGE LA
g Recrjn“’:g USA  LADIS DILLARD UNIVERSITY LA
AT USA  LADTE LOYOLA UNIVERSITY-NEW ORLEANS LA
b T T (G T USA  LADIT THEOLOGICAL SEMINARY-NEW ORLEALA
[ Manage Performance USA  LAD1B LOUISIANA COLLEGE LA
[> Non-Employee Processing UsA LAO19 SOUTHEASTERNM LOUISIANA UNIV. LA
> Time and Labor USA  LADZD SOUTHERN UNIVERSITY SYSTEM LA
[ Morth American Payroll USA  LAD21 SOUTHERN UNIVERSITY LA
1> Glabal Payrall Usa  LAD22 LOUISIANA ST UNIV-EUNICE LA

[ Payroll Interface

[ Workforce Development
[ Ornanizatinnal T 1

Step Action
13. Click the UNIVERSITY OF NEW ORLEANS link.
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MultiChannel Console | Add to Favorites | Sign out

= Payroll Documents -

— Certifications

— Education Information

— Allowances

— Auth for Restored Annual
Leave

— Charitable Contributions

— Compensatory Time
Payments Education

~ : ! ) S -
: SSS:;Q:E ngighmo_w Effective Date 0911412008 O Pay Period:19 page Entered 09/15/2008

Indebtedness
— Direct Deposit User 1D TS077619 Transaction Status

- Discretionary Allotments

— Financial AllotmentHealth Stackhouse, Tracey F
Sav

— Flexible Spending Account

— Health Benefits _ add -

- Leave Data Transferred Account Transaction Code

- Lump Sum Leave
Payments Education Level

— MMA - Health Benefits

— Master File Chanae School Code Lr012 1@ UNIVERSITY OF NEW ORLEANS

— Multi-Element Update

— Non-Federal Life Insurance,

— SES Performance
Appraisal

— Savings Bonds

- Severance Payment

— TSP Loan Allotment

— TaxData

— Thrift Savings Plan

— Thrift Savings Plan - Catch-|_|
Up

— Union Dues

[ HR Reports

[> Recruiting

[> Payroll Processing

[ Training Administration

[> Manage Performance

[> Non-Employee Processing

[> Time and Labor

[> Morth American Payroll

[ Global Payroll

[ Payroll Interface

[ Workforce Development
Ia) innal M 1

New Windaw | Help | Customize Page | B

GREGORY A SMITH EmpllD: 077777 Rcd# 0 SSH J00G-0(-6688

Education Information

m

Bachelors -

Instructional Program Q

Year

& save | L\Return to Search | r}s Refresh Update/Display | = Cor

Step Action
14. Click the Look up Instructional Program (Alt+5) button.

=
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EvrowHR
T

= Payroll Documents

racey F Library of Congress

Sign out

pi

=

Mew Window | Help |

-C tions
.
e L Look Up Instructional Program
— Auth for Restored Annual
Leave o — Major Code: begins with
— Charitable Contributions
— Compensatory Time Description: begins with
_ %d CarelAlimony Major Category Code: begins with ~ Q 0
— Deductions Due to
_ %{ Look Up Clear Cancel | Basic Lookup
- Discretionary Allotments
— Financial Allotment/Health Search Results
_ Elievx\b\e Spending Account Only the first 300 results can be displayed. Enter more information above and search again to reduce the number of search results. | &
- Health Benefits View All 1-100 of 200 [3] Last
— Leave Data Transferred | Major Code Description
— Lump Sum Leave =| 010000  Agriculture, General 001
Payments 010101  Agricultural Business and Ma 001
:W 010102  Agricuttural Business/Aaribu 001
_ mte 010103  Agricultural Economics 001
_ Non-Federal Life Insurance| 010104  Farm and Ranch Management 001
— SES Performance 010105 Agriculture/Farm Supplies Reta 001
Appraisal 010106  Agricultural Business Technolo 001
— Savings Bonds 010199  Agricultural Business and Ma 001
- Severance Payment 010201  Agricultural Mechanization 001
_ ISP Lo Alciment 010204 Agricullural Power achinery 001
_ Thrift Savinas Plan 010205 Agricultural Mechanics And Equ 001
— Thrift Savings Plan - Catch-| | 010299 Agricultural Mechanization 001
Up 010301 Agricultural Production Work o1
— Union Dues 010302 Agricultural Animal Husbandr 001
[ HR Reports 010303 Aguaculture Operations and P o1
[ Recruiting 010304  Crop Production Operations a 001
i Payroll Processing 010306  Dairv Husbandry And Production 001
E;r::;;eg S:;’:}'?{_’:;r:::” 010307  Horse HusbandryEquing Science 001
> Non-Employee Processing 010399 Agr!cu\tural Production Work 001
Gy o 010401  Agricultural and Food Produc 001
[> North American Payroll 010501 Agricultural Supplies Retail 001
I Global Payroll 010504  Dog/PetiAnimal Grooming 001
[ Payroll Interface 010505 Animal Trainer o1
Efﬂl’kfmcs De‘fef_\‘oprr]em 010507  Eguestrian/Eguine Studies H 001 il
Step Action

15.

Click the Agriculture, General link.
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Stackhouse,Tracey F Library of Congress

MultiChannel Console | Add to Favorites | Sign out

= Payroll Documents -

— Certifications

— Education Information

— Allowances

— Auth for Restored Annual
Leave

— Charitable Contributions

— Compensatory Time
Payments Education

~ : ! ) -
: SSS:;Q:E ngighmo_w Effective Date 0911412008 O Pay Period:19 page Entered 09/15/2008

Indebtedness
— Direct Deposit User 1D TS077619 Transaction Status

- Discretionary Allotments

— Financial AllotmentHealth Stackhouse, Tracey F
Sav

— Flexible Spending Account

— Health Benefits _ Add -

- Leave Data Transferred Account Transaction Code

- Lump Sum Leave
Payments Education Level

— MMA - Health Benefits

— Master File Chanae School Code LAD12 Q UNIVERSITY OF NEW ORLEANS

— Multi-Element Update

— Non-Federal Life Insurance,

— SES Performance
Appraisal

— Savings Bonds

- Severance Payment

— TSP Loan Allotment

— TaxData

— Thrift Savings Plan

— Thrift Savings Plan - Catch-|_|
Up

— Union Dues

[ HR Reports

[> Recruiting

[> Payroll Processing

[ Training Administration

[ Manage Performance

[> Non-Employee Processing

[> Time and Labor

[> Morth American Payroll

[ Global Payroll

[ Payroll Interface

[ Workforce Development
Ia) innal M 1

New Windaw | Help | Customize Page | B

GREGORY A SMITH EmpllD: 077777 Rcd# 0 SSH J00G-0(-6688

Education Information

m

Bachelors -

Instructional Program b“ 0000 | Agriculture, General

Year

B save | LiReturn to Search | i Refresh Update/Display | 7 Correc

Step Action

16. Enter the desired information into the Year field. Enter a valid value e.g.
"2001".
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Stackhouse,Tracey F Library of Congress

MultiChannel Console | Add to Favorites | Sign out

= Payroll Documents -

— Cetifications

— Education Information

— Allowances

— Auth for Restored Annual
Leave

— Charitable Contributions

— Compensatory Time
Payments Education

~ : ! ) -
: SSS:;Q:E ngighmo_w Effective Date 0911412008 O Pay Period:19 page Entered 09/15/2008

Indebtedness . .
— Direct Deposit User ID TS077619 Transaction Status _n rogress -

- Discretionary Allotments
— Financial AllotmentHealth Stackhouse, Tracey F
Sav
— Flexible Spending Account
— Health Benefits _ Add -
- Leave Data Transferred Account Transaction Code
- Lump Sum Leave E
Payments Education Level
— MMA - Health Benefits
— Master File Chanae School Code LAD12 Q UNIVERSITY OF NEW ORLEANS
— Multi-Element Update
— Non-Federal Life Insurance,
— SES Performance
Appraisal
— Savings Bonds
- Severance Payment
— TSP Loan Allotment
— TaxData
— Thrift Savings Plan
— Thrift Savings Plan - Catch-|_|
Up
— Union Dues
[ HR Reports
[> Recruiting
[> Payroll Processing
[ Training Administration
[ Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> Morth American Payroll
[ Global Payroll
[ Payroll Interface

[ Workforce Development
Ia) innal M 1

New Windaw | Help | Customize Page | B

GREGORY A SMITH EmpllD: 077777 Rcd# 0 SSH 00-0-6682

Education Information

Bachelors -

Instructional Program 010000 & Agriculture, General

Year 2001

& save | L\ Return to Search | r}s Refresh Update/Display | =7 Correc

Step Action
17. Click the Save button.
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use,Tracey F Library of Congress

= Payroll Documents "

— Certifications

— Education Information

— Allowances

— Auth for Restored Annual
Leave

— Charitable Contributions

— Compensatory Time
Payments Education

~ : - ) PR -
_Sss:;rsﬁggzgzhmo_‘m Effective Date 0911412008 O Pay Period:19 page Entered 09/15/2008

~ Direct Deposit User ID TS077619 Transaction Status dre -

- Discretionary Allotments
— Financial AllotmentHealth Stackhouse, Tracey F

Sav =
Windows Internet Explomy- s

— Flexible Spending Account
Account

— Health Benefits

— Leave Data Transferred

— Lump Sum Leave ~ Action will be transmitted to NFC for processing on 2008-09-22
Payments Education ; (99999,999)

— MMA - Health Benefits -

— Master File Change School Col

— Multi-Element Update

— Non-Federal Life Insurance Instruction .

— SES Performance
Appraisal

— Savings Bonds Year

- Severance Payment

— TSP Loan Allotment

— TaxData

— Thrift Savings Plan

— Thrift Savings Plan - Catch-|l_|
Up

— Union Dues

[ HR Reports

[> Recruiting

[> Payroll Processing

[ Training Administration

[> Manage Performance

[> Non-Employee Processing

[> Time and Labor

[> Morth American Payroll

[ Global Payroll

[ Payroll Interface

[ Workforce Development
I A innal M 1

New Window | Help | Customize Pag Saved

GREGORY A SMITH EmpllD: 077777 Rcd# 0 SSH J00G-0(-6682

m

& save | L\ Return to Search | r}s Refresh Update/Display | =7 Corre

Step Action
18. Click the OK button.
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use,Tracey F Library of Congress

MultiChannel Console Sign out

= Payroll Documents "

— Certifications

— Education Information

— Allowances

— Auth for Restored Annual
Leave

— Charitable Contributions

— Compensatory Time
Payments Education i

~ : - ) PRI - e
_Sss:;rsﬁggzgzhmo_‘m Effective Date 0911412008 O PayPeriod:19 page Entered 09/15/2008

~ Direct Deposit User ID TS077619 Transaction Status dre -
— Discretionary Allotments

— Financial AllotmentHealth Stackhouse Tracey F

Sav —
Windows Internet Explorel_ i

— Flexible Spending Account
Accour

— Health Benefits
— Leave Data Transferred
— Lump Sum Leave Education Information has been successfully Saved for Emplid: 077777
Payments Educati A8 with Effdt: 2008-09-14 (99999,999)
— MMA - Health Benefits
— Master File Chanage School
— Multi-Element Update
— Non-Federal Life Insurance instrucl:
— SES Performance
Appraisal
— Savings Bonds Year
- Severance Payment
— TSP Loan Allotment
— TaxData
— Thrift Savings Plan
— Thrift Savings Plan - Catch-|l_|
Up
— Union Dues
[ HR Reports
[> Recruiting
[> Payroll Processing
[ Training Administration
[> Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> Morth American Payroll
[ Global Payroll
[ Payroll Interface

[ Workforce Development
I A innal M 1

New Window | Help | Customize Pag Saved

GREGORY A SMITH EmpllD: 077777 Rcd# 0 SSH J00G-0(-6682

m

& save | L\ Return to Search | r}s Refresh Update/Display | =7 C

Step Action
19. Click the OK button.

20. This completes Education Information.
End of Procedure.
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Financial Allotment / Health Savings
Overview
Some fields on the Financial Allotments / Health Savings page have changed or been

moved.

Financial Allotment / Health Savings
This section demonstrates the changes made to Financial Allotment / Health Savings.

Stackhouse,Tracey F Library of Congress

Eaipow E TR
Menu =

Search:
[ My Favorites

[ Employee Self Senvice

[> Manager Self Service

[ PAR Processing

[> Position Management

[> Payroll Documents

[ HR Reports

[> Recruiting

[+ Payroll Processing

[> Training Administration

[ Manage Perfarmance

[> Mon-Employee Processing
[> Time and Labor

[> North American Payroll

[+ Global Payroll

[> Payroll Interface

[> Workforce Development

[> Organizational Development
[> Enterprise Learning

[ Pension

[- Labor Relations

[ Transit Subsidy

[ EmpowHR Setup Tables (HD)
[ EmpowHR User Security (HD)
[ Set Up HRMS

[> Enterprise Components

[ Worklist

[> Application Diagnostics

[> Tree Manager

[ Reporting Toals

[- PeopleTools

— Applicant Home

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Process Monitor

Wiorklist

Sign out
Help

MultiChannel Console | _Add to Favorites

Step Action

1. Click the Payroll Documents link.
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Certifications

— Education Information ﬁ

- Allowances

— Auth for Restored Annual
Leave =

— Charitable Contributions =l

— Compensatory Time
Pavments

— Court Child CareiAlimony =

— Deductions Due to =l
Indebtedness

— Direct Deposit

— Discretionary Allotments =

— Financial AllotmentHealth E
Say

— Flexible Spending Account

— Health Benefits =

— Leave Data Transferred

- Lump Sum Leave
Paymenis

— MMA - Health Benefits

— Master File Change

— Multi-Element Update

— Non-Federal Life Insurance

- SES Performance
Appraisal

— Savings Bonds

— Severance Payment

— TSP Loan Allotment =

— TaxData =l

— Thrift Savings Plan

— Thrift Savings Plan - Catch-

Up =
— Union Dues

[ HR Reports

[> Recruiting

[> Payroll Processing =
[> Training Administration =]
[> Manage Performance

[> Mon-Employee Processing
[> Time and Labor

[> Morth American Payroll

[ Global Payroll

[ Payroll Interface

[> Workforce Development

- Organizational Development

m

Al

Payroll Documents

Payroll Documents

Certifications
Certification Information

Auth for Restored Annual Leave
Auth for Restored Annual Leave

Court Child Care/Alimon
Court Child Care/Alimony

Discretionary Allotments
Discretionary Allotments

Health Benefits
Federal Employee Health Benefits

MMA - Health Benefits
MN4 - Health Benefits.

Hon-Federal Life Insurance
Non-Federal Life Insurance

Severance Payment
Severance Payment

Thrift Savings Plan
Thrift Savings Plan

Stackhouse,Tracey F Library of Congress

E" Education Information
Education

E" Charitable Contributions
Charitable Contributions.

E Deductions Due to Indebtedness

Deductions Due to Indebtedness

E" Financial AllotmentiHealth Sav
Financial Allotment

eave Data Transferred
Leave Data Transferred

Master File Change
Master File Change

E" SES Performance Appraisal
SES Performance Appraisal

TSP Loan Allotment

E" Thrift Savings Plan - Catch-U
Thrift Savings Plan - Catch-Up

Bl NMain M

Edit "Payroll Documents” Folder

E“ Allowances
Allowances

E" Compensatory Time Payments
Compensatory Time Payments

Direct Deposit
Direct Deposit

Flexible Spending Account

= Lump Sum Leave Payments
Lump Sum Leave Payments

Multi-Element Update
Multi-Element Update

Savings Bonds
Savings Bonds

E" Tax Data
Tax Data

Union Dues

Step Action

2. Click the Financial Allotment/Health Sav link.

Financial Allotment/Health
[5av
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Stackhouse,Tracey F Library of Congress

= F'ayrol\_ Doc_umems - Mew Window | Hel ‘ n
- Certifications
— Education Information - .
— allowances Financial Allotment/Health Sav
— Auth for Restored Annual Enter any information you have and click Search. Leave fields blank for a list of all values.
Leave

haritable Contributions (| (Find an Existing Value '

— Compensatory Time

Pavments
— Court Child Care/Alimony EmpliD: begins with -
— Deductions Due to - -
Indebtedness Empl Red Nor: B
Direct Deposit Social Security Number:=
Discretionary Allotments
Alotment/H Name: begins with -
- Last Name: begins with ~
— Flexible Spending Account
- Health Benefits Agency: begins with ~ Q
eave Data Transferred -
— Lump Sum Leave =| Sub-Agency: begins with = Q
Bayments [[Icase Sensitive

— MMA - Health Benefits
— Master File Change
— Multi-Element Update Search | Clear |pasicSearch & Save Search Criteria

- Non-Federal Life Insurance
ES Performance
Appraisal
— Savings Bonds
- Severance Payment
— TSP Loan Allotment
ax Data
— Thrift Savings Plan
— Thrift Savings Plan - Catch-|_|
Up
— Union Dues
[ HR Reports
[> Recruiting
[> Payroll Processing
[+ Training Administration
[> Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> Morth American Payroll
[ Global Payroll
[ Payroll Interface

[ Workforce Development
[ Ornanizatinnal T 1

Step Action

3. Enter the desired information into the EmplID field. Enter a valid value e.g.
"O77TTT".
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Stackhouse,Tracey F Library of Congress

= Payroll Documents -
— Certifications
— Education Information

New Window | Help | /&,

— allowances Financial Allotment/Health Sav
— Auth for Restored Annual Enter any information you have and click Search. Leave fields blank for a list of all values.
Leave

~ Charitable Contributions || (Find an Existing Value '

— Compensatory Time
Pavments

— Court Child Care/Alimony EmpliD: begins with ~ 077777

— Deductions Due to - -
Indebtedness Empl Red Nbr: -
Direct Deposit Social Security Number: =
Discretionary Allotments

Hame: begins with -

- Last Name: begins with ~
— Flexible Spending Account
- Health Benefits Agency: begins with ~ Q

Leave Data Transferred -
— Lump Sum Leave =| Sub-Agency: begins with = Q
Payments .
— MMA - Health Benefits Blcase sensitve
— Master File Change
— Multi-Element Update Search | Clear |pasicSearch & Save Search Criteria
- Non-Federal Life Insurance
SES Performance
Appraisal
— Savings Bonds
- Severance Payment
— TSP Loan Allotment
Tax Data
— Thrift Savings Plan
— Thrift Savings Plan - Catch-|_|
Up
— Union Dues

[ HR Reports

[> Recruiting

[> Payroll Processing

[+ Training Administration

[ Manage Performance

[> Non-Employee Processing

[> Time and Labor

[> Morth American Payroll

[ Global Payroll

[ Payroll Interface

[ Workforce Development
Ia) innal M 1

Step Action
4, Click the Search button.
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Stackhouse,Tracey F Library of Congress

Wiorklist [ _MultiChannel Console | Add fo Favorites | Sign out
= Payroll Documents -
— Certifications
— Education Information
— Allowances
— Auth for Restored Annual
Leave
— Charitable Contributions

New Windaw | Help | Customize Page | B

GREGORY A SMITH EmpllD: 077777 Rcd# 0 SSN )00G-0(-6688

— Compensatory Time Financial Allotment/Health Savings Account i 10f1 M t

Pavments _

- . +

— Court Child Care/Alimony “Effective Date: P911412008 O pay period: 19 Date Entered:  09/15/2008 =
— Deductions Due to -

Indebtedness UserID: TSO77619 Transaction Status: InProgress

ect Deposit
Discretionary Allotments Account Information
Account Type: ) Checking ) Savings
— Flexible Spending Account
- Health Benefits *Account #
— Leave Data Transferred L
- Lump Sum Leave *Routing #: Q
Henlih Beneiiis liotment Data

~ Master File Change Allotment Amount: 5000  [ClCancel Allotment
— Multi-Element Update
Jon-Federal Life Insurance
ES Performance
Appraisal
— Savings Bonds
- Severance Payment
SP Loan Allotment
— TaxData
— Thrift Savings Plan
— Thrift Savings Plan - Catch-|_|
Up
— Union Dues
[ HR Reports
[> Recruiting
[+ Payroll Processing Bl save | Z\Return to Search
[+ Training Administration
[> Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> Morth American Payroll
[ Global Payroll
[ Payroll Interface

[ Workforce Development
[ Ornanizatinnal T 1

Step Action

5. Click the green book icon to view changes to the Financial
Allotments/Health Account page.

Routing Number . Available Changed Renamed to Routing #in 9.0.

Account Number . Available Changed Renamed to Account#in 9.0.

Account Type . Available Moved Moved to above Routing # in
9.0.
Health Plan Option Available Removed Mot required in 9.0

Direct Deposit Section Available Changed These fields are hidden until a

. user selects the Payment
Method. The selected section
will then display.
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Step Action

6. This completes Financial Allotment / Health Savings.
End of Procedure.
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Health Benefits

Overview

Dependent Information is required each time a transaction is processed. This is an
EPIC / FESI requirement.

Health Benefits
This section demonstrates changes made to the Health Benefits component.

Stackhouse,Tracey F Library of Congress

Eaipow E TR
Menu =

Search:
®

Wiorklist

MultiChannel Console | _Add to Favorites | _Sign out

Help

[ My Favorites

[ Employee Self Senvice

[> Manager Self Service

[ PAR Processing

[> Position Management

[> Payroll Documents

[ HR Reports

[> Recruiting

[+ Payroll Processing

[> Training Administration

[ Manage Perfarmance

[> Mon-Employee Processing
[> Time and Labor

[> North American Payroll

[+ Global Payroll

[> Payroll Interface

[> Workforce Development

[> Organizational Development
[> Enterprise Learning

[ Pension

[- Labor Relations

[ Transit Subsidy

[ EmpowHR Setup Tables (HD)
[ EmpowHR User Security (HD)
[ Set Up HRMS

[> Enterprise Components

[ Worklist

[> Application Diagnostics

[> Tree Manager

[ Reporting Toals

[- PeopleTools

— Applicant Home

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Process Monitor

Step Action

1. Click the Payroll Documents link.
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Certifications

— Education Information

- Allowances

— Auth for Restored Annual
Leave

— Charitable Contributions

— Compensatory Time
Pavments

— Court Child CareiAlimony

— Deductions Due to
Indebtedness

— Direct Deposit

— Discretionary Allotments

— Financial AllotmentHealth
Say

— Flexible Spending Account

— Health Benefits

— Leave Data Transferred

- Lump Sum Leave
Paymenis

— MMA - Health Benefits

— Master File Change

— Multi-Element Update

- SES Performance
Appraisal
— Savings Bonds
— Severance Payment
— TSP Loan Allotment
— TaxData
— Thrift Savings Plan
— Thrift Savings Plan - Catch-
Up
— Union Dues
[ HR Reports
[> Recruiting
[> Payroll Processing
[> Training Administration
[> Manage Performance
[> Mon-Employee Processing
[> Time and Labor
[> Morth American Payroll
[ Global Payroll
[ Payroll Interface
[> Workforce Development
- Organizational Development

— Non-Federal Life Insurance

ﬁ Payroll Documents

Payroll Documents

E" Certifications
Certification Information

E" Auth for Restored Annual Leave
Auth for Restored Annual Leave

E" Court Child Care/Alimon
Court Child Care/Alimony

Discretionary Allotments

Discretionary Allotments

m

Health Benefits
Federal Employee Health Benefits

MMA - Health Benefits
MN4 - Health Benefits.

E" Hon-Federal Life Insurance
Non-Federal Life Insurance

Severance Payment
Severance Payment

E" Thrift Savings Plan
Thrift Savings Plan

Al

Stackhouse,Tracey F Library of Congress

E" Education Information
Education

E" Charitable Contributions
Charitable Contributions.

E Deductions Due to Indebtedness

Deductions Due to Indebtedness

E" Financial AllotmentiHealth Sav
Financial Allotment

eave Data Transferred
Leave Data Transferred

Master File Change
Master File Change

E" SES Performance Appraisal
SES Performance Appraisal

TSP Loan Allotment

E" Thrift Savings Plan - Catch-U
Thrift Savings Plan - Catch-Up

Bl NMain M

Edit "Payroll Documents” Folder

E“ Allowances
Allowances

E" Compensatory Time Payments
Compensatory Time Payments

Direct Deposit
Direct Deposit

Flexible Spending Account

= Lump Sum Leave Payments
Lump Sum Leave Payments

Multi-Element Update
Multi-Element Update

Savings Bonds
Savings Bonds

E" Tax Data
Tax Data

Union Dues

Step

Action

2. Click the Health Benefits link.

Health Benefits|
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= Payroll Documents

— Certifications

— Education Information

- Allowances

— Auth for Restored Annual
Leave

— Charitable Contributions

— Compensatory Time
Pavments

— Court Child CareiAlimony

— Deductions Due to
Indebtedness

— Direct Deposit

— Discretionary Allotments

— Financial AllotmentHealth
Sav

— Flexible Spending Account

alth Ben

— Leave Data Transferred

- Lump Sum Leave
Payments

— MMA - Health Benefits

— Master File Chanage

— Multi-Element Update

- Non-Federal Life Insurance

— SES Performance
Appraisal

— Savings Bonds

- Severance Payment

— TSP Loan Allotment

— TaxData

— Thrift Savings Plan

Up
— Union Dues
[ HR Reports
[> Recruiting
[> Payroll Processing
[+ Training Administration
[> Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> Morth American Payroll
[ Global Payroll
[ Payroll Interface
[> Workforce Development

m

— Thrift Savings Plan - Catch-|_|

[+ Nrnanizatinnal Diovsl

Health Benefits

Stackhouse,Tracey F Library of Congress

Mew Window | Help |

=

Enter any information you have and click Search. Leave fields blank for a list of all values.

| / Find an Existing Value I

EmpliD:
Empl Red Nbr: =
Social Security Number: =
Name:

Last Name:
Agency:
Sub-Agency:
[[Icase Sensitive

Search | Clear

begins with = ||

-

begins with -
begins with ~
begins with = Q
begins with = s}

Basic Search E Save Search Criteria

Step

Action

3. Enter the desired information into the EmplID field. Enter a valid value e.g.

"o7TTTT".
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Stackhouse,Tracey F Library of Congress

= Payroll Documents -
— Certifications
— Education Information

Mew Window | Help |

=

— Allowances Health Benefits
— Auth for Restored Annual Enter any information you have and click Search. Leave fields blank for a list of all values.
Leave

~ Charitable Contributions || (Find an Existing Value '

— Compensatory Time
Pavments
— Court Child Care/Alimony EmpliD: begins with ~ 077777
— Deductions Due to
Indebtedness Empl Red Nor: = T
— Direct Deposit Social Security Number: =
— Discretionary Allotments
- Financial AllotmentHealth Name: begins with ~
Say
— Flexible Spending Account
Health Be Agency: pegins with - Q
— Leave Data Transferred

— Lump Sum Leave Sub-Agency: begins with ~ Q
Payments .

— MMA - Health Benefits Blcase sensitve

— Master File Change

— Multi-Element Update Search | Clear |pasicSearch & Save Search Criteria

- Non-Federal Life Insurance

— SES Performance
Appraisal

— Savings Bonds

- Severance Payment

— TSP Loan Allotment

— TaxData

— Thrift Savings Plan

— Thrift Savings Plan - Catch-|_|
Up

— Union Dues

[ HR Reports

[> Recruiting

[> Payroll Processing

[+ Training Administration

[> Manage Performance

[> Non-Employee Processing

[> Time and Labor

[> Morth American Payroll

[ Global Payroll

[ Payroll Interface

[ Workforce Development
[ Ornanizatinnal T 1

Last Name: begins with -

m

Step Action
4, Click the Search button.
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— Certifications

— Education Information

- Allowances

— Auth for Restored Annual
Leave

— Charitable Contributions

— Compensatory Time
Pavments

— Court Child CareiAlimony

— Deductions Due to
Indebtedness

— Direct Deposit

— Discretionary Allotments

— Financial AllotmentHealth
Sav

— Flexible Spending Account

— Leave Data Transferred

- Lump Sum Leave
Payments

— MMA - Health Benefits

— Master File Chanage

m

= Payroll Documents -

Stackhouse,Tracey F Library of Congress
Workist

MultiChannel Console

New Window | Help

Elections Y Dependents

GREGORY A
Health Benefits

SMITH EmpllD: 077777 0 SSN C(-XX-6688

*Effective Date:  |071/06/200¢ Date Entered:

Auto Actn

Pay Period: 01

Transaction Status:

12/10/2007

User ID: GWEBESS

[Plan Information
Benefit Plan: GEHAHEALTH BEMEFIT PLAN

Coverage Code: 1 Self Only
ransaction Information

*Transaction Code: Change

Open Season

Add {o Favorites

Ip | Customize Page | B,

Sign out

n

— Multi-Element Update Event Code:
— Non-Federal Life Insurance o 202707570
 3E3 Ferformance Married? Employee Daytime Phone Number:
Appraisal (Other Insurance Information
— Savi , . ) .
Savings Bonds Medicare A Medicare B Medicare D Tricare

- Severance Payment

— TSP Loan Allotment

— TaxData

— Thrift Savings Plan

— Thrift Savings Plan - Catch-|_|
Yo . 512008 ) o

Private Insurance Name: |UNICARE

Policy Number

f Event Date: J1UblieMG Date Document Signed: <Mui2uu
— Union Dues
b HR Repo Event Change Code: Office Received Date: 1211
[> Recruiting

[Personnel Contact

SPECIALIST BENEFITS

[> Payroll Processing

[ Training Administration

[> Manage Performance

[> Non-Employee Processing
[> Time and Labor

[> Morth American Payroll

[ Global Payroll

[ Payroll Interface

[ Workforce Development
[ Ornanizatinnal T 1

Name:

*first  |BENEFITS Middle *Last |SPECIALIST Suffix

Authorized Agency Phone 202707221
Number:

Personnel Office Phone 2027072211
Number:

Pre-Tax FEHB Premium

Retro collection by NFC Temp Employee Pay Full

Action

Click the scrollbar.

Click the Dependents link.

Dependent Information is required each time a transaction is processed
needing dependent data.

This completes Health Benefits.
End of Procedure.
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Overview

Federal, State, county, City, and EIC pages are combined into one component.

Tax Data
This section demonstrates changes to Tax Data.

Stackhouse,Tracey F Library of Congress

B E TR

Menu =

Search:
®

MultiChannel Console | _Add to Favorites | _Sign out

Help

[> My Favorites

[ Employee Self Senvice

[> Manager Self Service

[> PAR Processing

[ Position Management

[> Payroll Documents

[ HR Reports

[> Recruiting

[> Payroll Processing

[ Training Administration

[> Manage Performance

[> Non-Employee Processing
[> Time and Labor

[> Morth American Payroll

[+ Global Payroll

[> Payroll Interface

[> Workforce Development

[> Organizational Development
[- Enterprise Learning

[> Pension

[ Labor Relations

[> Transit Subsidy

[ EmpowHR Setup Tables (HD)
[ EmpowHR User Security (HD)
[- Set Up HRMS

[> Enterprise Components

[ Worklist

[> Application Diagnostics

[> Tree Manager

[ Reporting Tools

[- PeopleTools

— Applicant Home

— Change WMy Password

— My Personalizations

— Wy System Profile

— My Dictionary

— EmpowHR Process Monitor

Step Action

1. Click the Payroll Documents link.
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— Education Information

- Allowances

— Auth for Restored Annual
Leave

— Charitable Contributions

— Compensatory Time
Pavments

— Court Child CareiAlimony

— Deductions Due to
Indebtedness

— Direct Deposit

— Discretionary Allotments

— Financial AllotmentHealth
Say

— Flexible Spending Account

— Health Benefits

— Leave Data Transferred

- Lump Sum Leave
Paymenis

— MMA - Health Benefits

— Master File Change

— Multi-Element Update

— Non-Federal Life Insurance

- SES Performance
Appraisal

— Savings Bonds

— Severance Payment

— TSP Loan Allotment

— TaxData

— Thrift Savings Plan

Up
— Union Dues

[ HR Reports

[> Recruiting

[> Payroll Processing

[> Training Administration

[> Manage Performance

[> Mon-Employee Processing

[> Time and Labor

[> Morth American Payroll

[ Global Payroll

[ Payroll Interface

[> Workforce Development

- Organizational Development

m

— Thrift Savings Plan - Catch- L4

Al

Stackhouse,Tracey F Library of Congress

ﬁ Payroll Documents

Payroll Documents

E" Certifications
Certification Information

E" Auth for Restored Annual Leave
Auth for Restored Annual Leave

E" Court Child Care/Alimon
Court Child Care/Alimony

D\screl\ona Allotments
Discretionary Allotments

= Health Benefits
Federal Employee Health Benefits

MMA - Health Benefits
MN4 - Health Benefits.

E" Hon-Federal Life Insurance
Non-Federal Life Insurance

Severance Payment
Severance Payment

E" Thrift Savings Plan
Thrift Savings Plan

E" Education Information
Education

E" Charitable Contributions
Charitable Contributions.

E" Deductions Due to Indebtedness

Deductions Due to Indebtedness

E" Financial AllotmentiHealth Sav
Financial Allotment

= Leave Data Transferred
Leave Data Transferred

Master File Change
Master File Change

E" SES Performance Appraisal
SES Performance Appraisal

TSP Loan Allotment

E" Thrift Savings Plan - Catch-U
Thrift Savings Plan - Catch-Up

Edit "Payroll Documents” Folder

E“ Allowances
Allowances

E" Compensatory Time Payments
Compensatory Time Payments

Direct Deposit
Direct Deposit

Flexible Spending Account

3 Lump Sum Leave Payments
Lump Sum Leave Payments

Multi-Element Update
Multi-Element Update

Savings Bonds
Savings Bonds

E" Tax Data
Tax Data

Union Dues

Step

Action

2. Click the Tax Data link.
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MultiChannel Console Sign out
[~ F'ayrol\_ Doc_umems - Mew Window | Hel ‘ n
- Certifications
— Education Information
- Allowances Tax Data
— Auth for Restored Annual Enter any information you have and click Search. Leave fields blank for a list of all values.
Leave

~ Charitable Contributions || (Find an Existing Value '

— Compensatory Time
Pavments

— Court Child Care/Alimony EmpliD: begins with -

— Deductions Due to
Indebtedness Empl Red Nor: = T

— Direct Deposit Social Security Number: =

— Discretionary Allotments

- Financial AllotmentHealth Name: begins with ~
Say

— Flexible Spending Account

— Health Benefits Agency: pegins with - Q

— Leave Data Transferred

- Lump Sum Leave
Paymenis -

— MMA- Health Benefits [Ccase sensitive

— Master File Change

- Multi-Element Update search | Clear

— Non-Federal Life Insurance

- SES Performance
Appraisal

— Savings Bonds

— Severance Payment

Loan Allotment

ita

— Thrift Savings Plan

— Thrift Savings Plan - Catch-|_|
Up

— Union Dues

[ HR Reports

[> Recruiting

[> Payroll Processing

[+ Training Administration

[> Manage Performance

[> Non-Employee Processing

[> Time and Labor

[> Morth American Payroll

[ Global Payroll

[ Payroll Interface

[ Workforce Development
[ Ornanizatinnal T 1

Last Name: begins with -

Sub-Agency: begins with - s}

m

Basic Search E Save Search Criteria

Step Action

3. Enter the desired information into the EmplID field. Enter a valid value e.g.
"O77TTT".
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= F'ayrol\_ Doc_umems - Mew Window | Hel ‘ n
- Certifications
— Education Information
- Allowances Tax Data
— Auth for Restored Annual Enter any information you have and click Search. Leave fields blank for a list of all values.
Leave

~ Charitable Contributions || (Find an Existing Value '

— Compensatory Time
Pavments
— Court Child Care/Alimony EmpliD: begins with - 077777]
— Deductions Due to
Indebtedness Empl Red Nor: = T
— Direct Deposit Social Security Number: =
— Discretionary Allotments
- Financial AllotmentHealth Name: begins with ~
Say
— Flexible Spending Account
— Health Benefits Agency:
— Leave Data Transferred
- Lump Sum Leave
Paymenis -
— MMA- Health Benefits [Ccase sensitive
— Master File Change
- Multi-Element Update search | Clear
— Non-Federal Life Insurance
- SES Performance
Appraisal
— Savings Bonds
— Severance Payment
SP Loan Allotment

Last Name: begins with -

begins with = Q

m

Sub-Agency: begins with - s}

Basic Search E Save Search Criteria

« Data

— Thrift Savings Plan

— Thrift Savings Plan - Catch-
Up

— Union Dues

[ HR Reports

[> Recruiting

[> Payroll Processing

[+ Training Administration

[ Manage Performance

[> Non-Employee Processing

[> Time and Labor

[> Morth American Payroll

[ Global Payroll

[ Payroll Interface

[ Workforce Development
Ia) innal M 1

Step Action
4, Click the Search button.
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Sign out

= Payroll Documents -

— Certifications

B 75?;@2‘;%2;“{0[”13“0“ { City Tax Data '{ County TaxData j State TaxData | Federal TaxData | EamnedIncome Credit |

— Auth for Restored Annual
Leave

— Charitable Contributions

- Compensatory Time GREGORY A SMITH EmpllD: 077777 Rcd# 0 SSN XO{-XX-6688
Pavments

— Court Child CareiAlimony

— Deductions Due fo *Effective Date: [P9/14/2008 /O Pay Period: 19 Date Entered: 09/15/2002 =
Indebtedness

— Direct Deposit

— Discretionary Allotments

— Financial AllotmentHealth
Sav

— Flexible Spending Account .

- Health Benefits State: Q

— Leave Data Transferred

- Lump Sum Leave
Paymenis N .

— MMA- Health Benefits Resident of City where o

— Master File Change employed ?

— Multi-Element Update ~

— Non-Federal Life Insurance| Percent of annual compensation 0

— SES Performance for Services outside the city :

_ —p-p—; avir:‘ssaé s Total Number OF Allowances:

— Severance Payment Additional Withholding Amount: $0.00

TSP Loan Allotment

ax Data

— Thrift Savings Plan

— Thrift Savings Plan - Catch-|_|
Up

— Union Dues

[ HR Reports

[> Recruiting

[> Payroll Processing

[ Training Administration

New Windaw | Help | Customize Page | B

User ID: TS077618 Transaction Status: InProgress

City: Q

m

[ Manage Performance & save | L\Return to Search
[> Non-Employee Processing
> Time and Labor City Tax Data | County Tax Data | State Tax Data | Federal Tax Data | Earned Income Credit

[> Morth American Payroll
[ Global Payroll
[ Payroll Interface

[ Workforce Development
[ Ornanizatinnal T 1

Step Action
5. Click the County Tax Data tab.
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Wiorklist [ _MultiChannel Console | Add fo Favorites | Sign out

= Payroll Documents -

— Certifications

B 75?;@2‘;%2;“{0[”13“0“ [ CityTaxData | County Tax Data | State TaxData | Federal TaxData | EamnedIncome Credit |

— Auth for Restored Annual
Leave

— Charitable Contributions

- Compensatory Time GREGORY A SMITH EmpllD: 077777 Rcd# 0 SSN COCX(-6688
Payments County Tax Data First [4] 4 o1 [ Last

— Court Child CareiAlimony

— Deductions Due fo *Effective Date: |09/14/2008 |Q Pay Period: 19 Date Entered:  09/15/2008
Indebtedness

— Direct Deposit

— Discretionary Allotments

— Financial AllotmentHealth
Sav

— Flexible Spending Account

— Health Benefits State Code: &

— Leave Data Transferred

- Lump Sum Leave
Paymenis

~ MMA - Health Benefits Resident of County where employed?

— Master File Change |

— Multi-Element Update

— Non-Federal Life Insurance For Services Outside the County : 0

- SES Performance Percent of Annual Compensation
Appraisal

— Savings Bonds Total Humber Of Allowances:

— Severance Payment
SP Loan Allotment

« Data

— Thrift Savings Plan

— Thrift Savings Plan - Catch-|_|
Up

— Union Dues

[ HR Reports

[> Recruiting

[> Payroll Processing

[ Training Administration

[ Manage Performance B save | [SL\Return to Search

E ?iﬁl:wéir:g\lt_:;:zfrucessmg City Tax Data | County Tax Data | State Tax Data | Federal Tax Data | Earned Income Credit

[> Morth American Payroll

[ Global Payroll

[ Payroll Interface

[ Workforce Development
[ Ornanizatinnal T 1

New Windaw | Help | Customize Page | B

User ID: TS077619 Transaction Status: InProgress

County Code: Q

m

Additional Allowances: 50.00

Step Action
6. Click the State Tax Data tab.

216|Page



EwrowHR Training Guide

SOLUFIONS

e EmpowHR 8.8 to 9.0 Transition Training

racey F Library of Congress

Sign out

= Payroll Documents -
— Certifications
— Education Information
- Allowances
— Auth for Restored Annual
Leave
— Charitable Contributions
- Compensatory Time GREGORY A SMITH EmpllD: 077777 Rcd# 0 SSN XO{-XX-6688
Payments State Tax Data
— Court Child CareiAlimony
— Deductions Due fo *Effective Date: [P9/14/2008 O PayPeriod: 19  DateEntered:  09/15/2008
Indebtedness
— Direct Deposit
— Discretionary Allotments
" Cpanaa Aleimenirieatn
- 4‘]—‘1—5';’;:’;9559“22?5'” Account State tax withholding state code: Q
— Leave Data Transferred
- Lump Sum Leave
Paymenis
— MMA - Health Benefits
— Master File Change
— Multi-Element Update
— Non-Federal Life Insurance
- SES Performance
Appraisal
— Savings Bonds
— Severance Payment
TSP Loan Allotment
ax Data
— Thrift Savings Plan
— Thrift Savings Plan - Catch-|_|
Up
— Union Dues
[ HR Reports
[> Recruiting
[> Payroll Processing
[> Training Administration & save | L\Return to Search
[> Manage Performance
[> Non-Employee Processing City Tax Data | County Tax Data | State Tax Data | Federal Tax Data | Earned Income Credit
[> Time and Labor
[> Morth American Payroll
[+ Global Payroll
[ Payroll Interface

[ Workforce Development
[ Ornanizatinnal T 1

New Windaw | Help | Customize Page | B

/ City Tax Data | County Tax Data | State Tax Data | Federal TaxData | Earned Income Credit

User ID: TS077618 Transaction Status: |INProgress

Total Number Of Allowances: NFC TAX INSTRUCTIONS

m

Additional Withholding Amount: $0.00

Step Action
7. Click the Federal Tax Data tab.
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Sign out

= Payroll Documents -

— Certifications

B 75?;@2‘;%2;“{0[”13“0“ / City Tax Data | County Tax Data | State TaxData | Federal Tax Data | Eamed Income Credit |

— Auth for Restored Annual
Leave

— Charitable Contributions

- Compensatory Time GREGORY A SMITH EmplD: 077777 Rcd# 0 SSH J00GCKX-5688
Pavments Federal Tax Data

— Court Child CareiAlimony
Dedueions Dueto *Effective Date; 9/1412008 2 PayPeriod: 19  Date Entered: 09/15/200%

— Direct Deposit .

- Discretionar Allotments UseriD: TS07761 Transaction Status: | INProdress

— Financial AllotmentHealth -
Sau

— Flexible Spending Account

— Health Benefits

— Leave Data Transferred

- Lump Sum Leave
Paymenis

- MMA - Health Benefits Additional Withholding Amount: $0.00

— Master File Change

— Multi-Element Update

— Non-Federal Life Insurance

- SES Performance
Appraisal

— Savings Bonds

— Severance Payment
SP Loan Allotment

« Data

— Thrift Savings Plan

— Thrift Savings Plan - Catch-|_|
Up

— Union Dues

[ HR Reports

[> Recruiting

[> Payroll Processing

[+ Training Administration &) save | 2 Return to Search
[> Manage Performance

[ Non-Employee Processing City Tax Data | County Tax Data | State Tax Data | Federal Tax Data | Earned Income Credit
[ Time and Labor

[> Morth American Payroll
[ Global Payroll

[ Payroll Interface

[ Workforce Development
[ Ornanizatinnal T 1

New Windaw | Help | Customize Page | B

Tax Marital Status: Mo Data A

Total Number of Allowances Claimed: 0

m

Step Action

8. Click the Earned Income Credit tab.
| Earned Income Credit |
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Wiorklist [ _MultiChannel Console | Add to Favorites | Sign out
= Payroll Documents -

— Certifications

— Education Information -

_ Alowances [ CityTaxData " County TaxData | State Tax Data ) Federal TaxData | Earned IncomeCreait {

— Auth for Restored Annual
Leave

— Charitable Contributions

— Compensatory Time GREGORY A SMITH EmpliD: 077777 Rod# 0 SSN XOL0(-6688
Pavments Earned Income Credit

— Court Child CareiAlimony

[ — +

— Deductions Due to Effective Date: 09/14/2008 |, Pay Period: 19  Date Entered: 09/15/2008 =
Indebtedness

— Direct Deposit

- Discretionary Allotments UserID: TS077619 Transaction Status: | INProgress

— Financial AllotmentHealth
Sav

— Flexible Spending Account Allowance Data

— Health Benefits

New Windaw | Help | Customize Page | B

— Leave Data Transferred Eligible for Earned Income Credit: NoData -
— Lump Sum Leave E
Pauments Earned Income Credit Code: -

— MMA - Health Benefits

— Master File Change

— Multi-Element Update

— Non-Federal Life Insurance

- SES Performance
Appraisal

— Savings Bonds

— Severance Payment
P Loan Allotment
« Data

— Thrift Savings Plan

— Thrift Savings Plan - Catch-|_|
Up

— Union Dues

[ HR Reports

[> Recruiting

[> Payroll Processing

[> Training Administration & save | £\Return to Search

[> Manage Performance

[> Non-Employee Processing City Tax Data | County Tax Data | State Tax Data | Federal Tax Data | Earned Income Credit

[> Time and Labor

[> Morth American Payroll

[+ Global Payroll

[ Payroll Interface

[ Workforce Development
[ Ornanizatinnal T 1

Step Action

9. The only change to the previous screens is all pages are now combined
into one component.

10. This completes Tax Data.
End of Procedure.
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TSP Loan Allotment

Overview

Some fields on the TSP Loan Allotment page have changed. In addition to the
changes, the system will return a message of “No Matching Records” if the employee
does not have an existing record.

TSP Loan Allotment
This section demonstrates the changes made to the TSP Loan Allotment page.

Stackhouse,Tracey F Library of Congress

B E TR
Menu =

Search:
[> My Favorites

[ Employee Self Senvice

[> Manager Self Service

[> PAR Processing

[ Position Management

[> Payroll Documents

[ HR Reports

[> Recruiting

[> Payroll Processing

[ Training Administration

[> Manage Performance

[> Non-Employee Processing
[> Time and Labor

[> Morth American Payroll

[+ Global Payroll

[> Payroll Interface

[> Workforce Development

[> Organizational Development
[- Enterprise Learning

[> Pension

[ Labor Relations

[> Transit Subsidy

[ EmpowHR Setup Tables (HD)
[ EmpowHR User Security (HD)
[- Set Up HRMS

[> Enterprise Components

[ Worklist

[> Application Diagnostics

[> Tree Manager

[ Reporting Tools

[- PeopleTools

— Applicant Home

— Change WMy Password

— My Personalizations

— Wy System Profile

— My Dictionary

— EmpowHR Process Monitor

Sign out
Help

MultiChannel Console | _Add to Favorites

Step Action

1. Click the Payroll Documents link.
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— Education Information
Allowances
Auth for Restored Annual
Leave
Charitable Contributions
— Compensatory Time
Pavments
— Court Child CareiAlimony
- Deductions Due to
Indebtedness
— Direct Deposit
— Discretionary Allotments
— Financial AllotmentHealth
Sav
— Flexible Spending Account
— Health Benefits
Leave Data Transferred
- Lump Sum Leave
Payments
— MMA - Health Benefits
— Master File Change
— Multi-Element Update

— SES Performance
Appraisal

— Savings Bonds

— Severance Pavment

— TSP Loan Allotment
Tax Data

— Thrift Savings Plan

Up
— Union Dues
[ HR Reports
[> Recruiting
[> Payroll Processing
[> Training Administration
[> Manage Performance
[> Mon-Employee Processing
[> Time and Labor
[> Morth American Payroll
[ Global Payroll
[> Payroll Interface
[> Workforce Development
i ent

— Non-Federal Life Insurance

— Thrift Savings Plan - Catch- L4

Al

ﬁ Payroll Documents

Payroll Documents

E" Certifications

Certification Information

E’ Auth for Restored Annual Leave
Auth for Restored Annual Leave

E" Court Child Care/Alimon
Court Child Care/Alimony

D\screl\ona Allotments
Discretionary Allotments

3 Health Benefits
Federal Employee Health Benefits

Eﬁ“ MMA - Health Benefits
MMA, - Health Benefits.

E" Hon-Federal Life Insurance
Non-Federal Life Insurance

Severance Payment
Severance Payment

E" Thrift Savings Plan
Thrift Savings Plan

E" Education Information
Education

haritable Contributions

Charitable Contributions.

E" Deductions Due to Indebtedness

Deductions Due to Indebtedness

Eﬁ" Financial AllotmentiHealth Sav
Financial Allotment

Leave Data Transferred
Leave Data Transferred

Master File Change
Master File Change

E" SES Performance Appraisal
SES Performance Appraisal

TSP Loan Allotment

E" Thrift Savings Plan - Catch-U
Thrift Savings Plan - Catch-Up

E" Allowances

Allowances

Edit "Payroll Documents” Folder

E" Compensatory Time Payments
Compensatory Time Payments

Direct Deposit

Direct Deposit

Flexible Spending Account

EE Lump Sum Leave Payments
Lump Sum Leave Payments

Multi-Element Update

Multi-Element Update

Savinas Bonds
Savings Bonds

E" Tax Data
Tax Data

Union Dues

Step

Action

2. Click the TSP Loan Allotment link.

SP Loan Allotment
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Worklist

MultiChannel Console | Add to Favorites | _Sign out

= Payroll Documents -

New Window | Hel
— Certifications New Window | Help | &,
— Education Information
— allowances TSP Loan Allotment
— Auth for Restored Annual Enter any information you have and click Search. Leave fields blank for a list of all values.

Leave

~ Charitable Contributions || (Find an Existing Value '

— Compensatory Time
Pavments

— Court Child Care/Alimony EmpliD: begins with -

— Deductions Due to
Indebtedness Empl Red Nor: = T

— Direct Deposit Social Security Number: =

— Discretionary Allotments

- Financial AllotmentHealth Name: begins with ~
Say

— Flexible Spending Account

— Health Benefits

— Leave Data Transferred

- Lump Sum Leave
Paymenis . -

~ MMA - Health Benefits [Cinclude istory [ Case Sensitive

— Master File Change

~ Mult-Element Update search |

— Non-Federal Life Insurance|

— SES Performance
Appraisal

— Savings Bonds

— Severance Payment

— TaxData

— Thrift Savings Plan

— Thrift Savings Plan - Catch-|_|
Up

— Union Dues

[ HR Reports

[> Recruiting

[> Payroll Processing

[+ Training Administration

[> Manage Performance

[> Non-Employee Processing

[> Time and Labor

[> Morth American Payroll

[ Global Payroll

[ Payroll Interface

[ Workforce Development
[ Ornanizatinnal T 1

Last Name: begins with -

Agency: begins with = Q

m

Sub-Agency: begins with - s}

Clear | Basic Search |E) Save Search Criteria

Step Action

3. The system will return "no matching values were found" if the employee
does not have a record.

Enter the desired information into the EmplID field. Enter a valid value e.g.
"O77TTT".
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[~ F'ayrol\_ Doc_umems - Mew Window | Hel ‘ n
- Certifications
— Education Information
— allowances TSP Loan Allotment
— Auth for Restored Annual Enter any information you have and click Search. Leave fields blank for a list of all values.
Leave

~ Charitable Contributions || (Find an Existing Value '

— Compensatory Time
Pavments -

— Court Child Care/Alimony EmpliD: begins with - 077777]

— Deductions Due to
Indebtedness Empl Red Nor: = T

— Direct Deposit Social Security Number: =

— Discretionary Allotments

- Financial AllotmentHealth Name: begins with ~
Sav

— Flexible Spending Account Last Name: begins with ~

— Health Benefits Agency:

— Leave Data Transferred

- Lump Sum Leave
Paymenis . -

~ MMA - Health Benefits [Cinclude istory [ Case Sensitive

— Master File Change

~ Mult-Element Update search |

— Non-Federal Life Insurance|

— SES Performance
Appraisal

— Savings Bonds

Severance Payment
Tax Data

— Thrift Savings Plan

— Thrift Savings Plan - Catch-|_|
Up

— Union Dues

[ HR Reports

[> Recruiting

[> Payroll Processing

[+ Training Administration

[> Manage Performance

[> Non-Employee Processing

[> Time and Labor

[> Morth American Payroll

[ Global Payroll

[ Payroll Interface

[ Workforce Development
[ Ornanizatinnal T 1

begins with = Q
Sub-Agency: begins with - s}

m

Clear | Basic Search |E) Save Search Criteria

Step Action
4, Click the Search button.
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Worklist [ _MultiChannel Console | Add fo Favorites | Sign out
[~ Payroll Documents - New Window | Help | Customize Page | 15,
— Certifications
— Education Information
- Allowances
— Auth for Restored Annual
Leave
— Charitable Contributions
— Compensatory Time TSP Loan Allotment
Pavments
— Court Child Care/Alimony Effective Date 04/13/2008 Pay Period: 08 Action Date 05/02/2008
— Deductions Due to
Indebtedness User ID NFTSP Transaction Status Auto Actn
— Direct Deposit
— Discretionary Allotments
— Financial AllotmentHealth
Sav
- E'Sg‘lf,fainiﬁfs'” Aceount (@ Federal Non Federal
— Leave Data Transferred
- Lump Sum Leave
e o enere Allotment Amount Per Pay Period 30000
— Master File Change Number of TSP Loan Payments 160
— Multi-Element Update
— Non-Federal Life Insurance

JEWELER EmpllD: 079252

n

TSP Allotment Transaction Code

- SES Performance DUEE B -
Appraisal Account Type Checking (@ Savings
— Savings Bonds
— Severance Payment Routing # 065036022
P Loan Allotment
— Tax Data Account # 0915001G

— Thrift Savings Plan

— Thrift Savings Plan - Catch-||_|
Up

— Union Dues

[ HR Reports

[> Recruiting

E?z:]i:"];:g:;?rﬁgsaﬁon & save | 4 Return to Search | +[E] Previous in List | +[F] Mext in List | rts Refresh | ) Include History

[> Manage Performance

[> Non-Employee Processing

[> Time and Labor

[> Morth American Payroll

[+ Global Payroll

[ Payroll Interface

[ Workforce Development
[ Ornanizatinnal T 1

Step Action

5. Click the green book icon to view the changed fields on the TSP Loan
Allotment page.

L'@ Field 8.8 9.0 Imp
EFT Infarmation Available Changed This field was renamed Direct
. Deposit in 9.0
Routing Number Available Changed This field was renamed Routing
® #in 9.0
Account Number Available Changed This field was renamed
(] Account# and moved to below
Routing #in 9.0.
Account Type . Available Changed This field was moved to above
Routing #in 9.0.
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Step Action

6. This completes TSP Loan Allotments.
End of Procedure.
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EHRI RSM Elements
This page demonstrates the new EHRI RSM Elements page.

MultiChannel Console | _Add to Favorites | _Sign out

Help

[> My Favorites

[ Employee Self Senvice

[> Manager Self Service

[ PAR Processing

[> Position Management

[> Payroll Documents

[ HR Reports

[> Recruiting

[+ Payroll Processing

[> Training Administration

[ Manage Perfarmance

[> Non-Employee Processing
[> Time and Labor

[> Morth American Payroll

[+ Global Payroll

[> Payroll Interface

[> Workforce Development

[> Organizational Development
[- Enterprise Learning

[> Pension

[ Labor Relations

[> Transit Subsidy

[ EmpowHR Setup Tables (HD)
[ EmpowHR User Security (HD)
[ Set Up HRMS

[> Enterprise Components

[ Worklist

[> Application Diagnostics

[> Tree Manager

[ Reporting Toals

[- PeopleTools

— Applicant Home

— Change WMy Password

— My Personalizations

— Wy System Profile

— My Dictionary

— EmpowHR Process Monitor

Step Action

1. Click the Payroll Documents link.
2. Click the EHRI RSM Elements link.

EHRI REM Elements|
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Wiorklist [ _MultiChannel Console | Add fo Favorites | Sign out
= Payroll Documents -
— Certifications

— Education Information

New Window | Help | /&,

- Allowances EHRI RSM
— Auth for Restored Annual Enter any information you have and click Search. Leave fields blank for a list of all values.
Leave

~ Charitable Contributions || | / Findan Existing Value '

— Compensatory Time
Pavments
— Court Child Care/Alimony EmpliD: begins with - |
— Deductions Due to
Indebtedness Empl Red Nor: = T
— Direct Deposit Social Security Number: =
— Discretionary Allotments
- Financial AllotmentHealth Name: begins with ~
Say
— Flexible Spending Account
— Health Benefits Agency: pegins with - Q
— Leave Data Transferred
- Lump Sum Leave
Paymenis -
— MMA- Health Benefits [Ccase sensitive
— Master File Change
- Multi-Element Update search | Clear
— Non-Federal Life Insurance
- SES Performance
Appraisal
— Savings Bonds
— Severance Payment
— TSP Loan Allotment
— TaxData
— Thrift Savings Plan
— Thrift Savings Plan - Catch- (!

Last Name: begins with -

[

Sub-Agency: begins with - s}

Basic Search E Save Search Criteria

— Union Dues

— EHRIRSM Eleme

[ HR Reports

[> Recruiting

[ Payroll Processing

[> Training Administration

[> Manage Performance

[ Mon-Employee Processing
[> Time and Labor

[> Morth American Payraoll

[ Global Payroll

[ Payroll Interface
e ———

Step Action

3. Enter the desired information into the EmplID field. Enter a valid value e.g.
"O77TTT".

4, Click the Search button.

5. This page is used to enter values in the 444 Document fields.

Click the green book icon to view the top of the new EHRI RSM Element
page.
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Citizenship Country Indicates the Employee’s country of citizenship.

Service Obligations Reason for Employee’s service obligation.

Service Obligation Date Employee’s service obligation expires.

Date

Military Lost Days MNumber of days the military has determined are not creditable

ina service period.

Appt Excluded from Indicates if an Employee’s appointment is not automatically

CSRS covered under the CSRS plan as described by law and
regulation.

FERS Indicator Indicates Employee’s election or non-election of Federal

Employees’ Retirement System.

FERS Election Date Date on which the Employee who is not automatically covered
by FERS chooses to elect FERS.

Appointment Excluded | Indicates if an Employee’s appointment is not covered under

fromFERS the FERS plan as described by law and regulation.
FEGLI Assignment Indicates whether an employee has completed or has an Rl
Indicator 76-10 Assignment Form on file.
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Worklist [ _MultiChannel Console | Add fo Favorites | Sign out
= Payroll Documents -
— Certifications

— Education Information
- Allowances [ EHRIRSM
— Auth for Restored Annual

Leave
— Charitable Contributions

New Windaw | Help | Customize Page | B

- Compensatory Time GREGORY A SMITH EmpliD: 077777 Rcd# 0 SSN )00¢000999
EHRI RSM Elemnts

Pavments
— Court Child CareiAlimony
- w Effective Date P2/28/2008 [ Pay Period: 20 Action Date 10/07/2008 =
— Direct Deposit User ID TS077619 Transaction Status MFC Ready
— Discretionary Allotments
%anual AllotmentHealth Delsts Entry I
— Flexible Spending Account
— Health Benefits Citizenship Country v
— Leave Data Transferred
- Lump Sum Leave
Paymenis
— MMA - Health Benefits
— Master File Change
— Multi-Element Update
— Non-Federal Life Insurance

[

Creditable Military Service: Years Months Days
s | End Dates

m

S

rvice Obligati

Service Obligations

- SES Performance - h =
Appraisal
— Savings Bonds
— Severance Payment Military Lost Days [] Appt Excluded from CSRS
— TSP Loan Allotment
— TaxData FERS
— Thrift Savings Plan
— Thrift Savings Plan - Catch- |- [CIFERS Indicator  FERS Election Date [l [C] Appointment excluded from FERS
FEGLI
|| FEGLI Assignment Indicator || Benefits Designated FEGLI Indicator
P R FEGLI Post-Election Basic Insurance Amt
[> Recruiting

[ Payroll Processing

[> Training Administration LICECO Bge |
[ Manage Performance [CFICA Coverage 1 [CIFIcA Coverage 2

[ Mon-Employee Processing

[ Time and Labor “orrespondence Information

[> Morth American Payroll

[ Global Payroll Correspondence Country -

E .F.'.aw.(l” Interr‘face‘ i Correspondence Region -

Step Action
6. Click the scrollbar.

7. Click the green book icon to view the bottom of the new EHRI RSM
Element page.
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Benefits Designated Indicates whether an employee has a Designation of Beneficiary
FEGLI Indicator Form SF-2823 on file.

FEGLI Post-Election Indicates the FEGLI Post-Election Basic Insurance Amount
Basic Insurance Amount | when an employee has elected partial living benefits.

FICA Coverage 1 Indicates if an employeeis (1) an inmate waorking in a US penal
Indicator institution, (2) a student employee as defined in 5 USC 5351, or

(3) an individual serving on a temporary basis in case of fire,
starm, earthquake, flood, or other similar emergency.

FICA Caoverage 1 Indicates if the employee is returning to duty after a detail to an
Indicator international organization under 5 USC 3343 or being
reemployed after transfer to an international organization under
5USC 3581 is being restored to duty under the provisions of
chapter 43 of title 38, US code, after performing service as a
member of a uniformed service is being reemployed after
employment by a tribal organization to which section 105(e)(2)
of the Indian Self Determination Act applies.

Correspondence Country | International Country Codes as defined by the United States
Postal Service.

Caorrespondence Region | Region, province, or ather first administrative district or division
of a country other than the U.S. for the organization or person
address.

Step Action

8. This concludes EHRI RSM Elements.
End of Procedure.
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Module 5 Transit Subsidy

Overview and Objective

The Transit Subsidy component is used to indicate the distribution amounts given to
employees for transit and parking. This component is currently used by only the Library
of Congress but will be made available to all agencies in version 9.0.

The Transit Subsidy page ensures:

e Only current eligible employees receive subsidies through any means (physical
distribution of fare cards at LOC or DOT and/or updates of SmarTrip records).

o All transit administrators (HRS, Service Unit Liaisons, and DOT) have an accurate list of
participants and funds expended.

o No employee receives a subsidy in any quarter exceeding his or her approved amount.

« No employee participates in both the transit subsidy and parking programs.

After completing this section, participants will understand the Transit Subsidy
functionality.
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Transit Subsidy

This section demonstrates the Transit Subsidy Functionality.

Stackhouse,Tracey F Library of Congress

Erpon IR
Menu =

Search:
®

MultiChannel Cos Add to Favorites [ _Sign out

Help

[> My Favorites

[ Employee Self Senvice

[> Manager Self Service

[ PAR Processing

[> Position Management

[> Payroll Documents

[ HR Reports

[> Recruiting

[+ Payroll Processing

[> Training Administration

[ Manage Perfarmance

[> Non-Employee Processing
[> Time and Labor

[> Morth American Payroll

[+ Global Payroll

[> Payroll Interface

[> Workforce Development

[> Organizational Development
[- Enterprise Learning

[> Pension

[ Labor Relations

[> Transit Subsidy

[ EmpowHR Setup Tables (HD)
[ EmpowHR User Security (HD)
[ Set Up HRMS

[> Enterprise Components

[ Worklist

[> Application Diagnostics

[> Tree Manager

[ Reporting Toals

[- PeopleTools

— Applicant Home

— Change WMy Password

— My Personalizations

— Wy System Profile

— My Dictionary

— EmpowHR Process Monitor

Step Action
1. Click the Transit Subsidy link.

I EEE—————————————————
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Stackhouse,Tracey F Library of Congress

X EIR

Searchc Main Menu »

® ﬁ Transit Subsidy Edit "Transit Subsidy” Folder

Transit Subsidy

[+ My Favorites
[ Employee Self Sernvice
[ Manager Self Sevice = Transit Subsidy Dist Report = Transit Subsidy = Transit Enroliment | oad
[ PAR Processing E Transit Subsidy Dist Report Transit Subsidy ﬁ Transit Enrollment Load
[ Position Management
[> Payroll Documents
[ HR Reports E Transit File Load
[ Recruiting Transit File Load
[> Payroll Processing
[> Training Administration
[> Manage Performance
[ Mon-Employee Processing
[> Time and Labor
[> Morth American Payroll
> Global Payroll
[ Payroll Interface
[> Workforce Development
[> Organizational Development
[> Enterprise Learning
[ Pension
[- Labor Relations
-2 /i
- Transit Subsidy Dist Repor]
— Transit Subsidy
- Transit Enroliment Load
— Transit File Load
[- EmpowHR Setup Tables
(HD)
[ EmpowHR User Security
(HD)
[- SetUp HRMS
[» Enterprise Components
[ Worklist
[+ Application Diagnostics
[> Tree Manager
[> Reporting Tools
[- PeopleTools
— Applicant Home
— Change My Password
— WMy Personalizations
— My System Profile
— Wy Dictionary
— EmpowHR Process Monitor

Step Action
2. Click the Transit Subsidy link.

I EEE—————————————————
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Stackhouse,Tracey F Library of Congress

o IR

Search: Help

() . .
b My Favorites Transit Subsidy

b Employee Self Senice Enter any information you have and click Search. Leave fields blank for a list of all values.
[> Manager Self Service
I PAR Processing | Find an Existing Value {_ Add a New Value

[ Position Management
[> Payroll Documents

b HR Reports EmpliD: begins with = ||

[> Recruiting Empl Red Nbr: = -

[> Payroll Processing

[> Training Administration Hame: begins with «

[ Manage Performance .

[> Non-Employee Processing Last Name: begins with ~

[> Time and Labor Social Security Number: =

[> Morth American Payroll

[> Glohal Payroll Sub-Agency: pegins with - Q
E svi:nﬁrlzgrlgéeg::‘::\opmem Include History [~| Correct History []Case Sensitive

[> Organizational Development

I Enterprise Leamning Search | Clear | Basic Search B Save Search Criteria
[ Pension

[- Labor Relations

= Transit Subsidy Find an Existing Value | Add a Mew Value

ransit Enroliment Load
— Transit File Load
[ EmpowHR Setup Tables
(HD)
[ EmpowHR User Security
(HD)
[ Set Up HRMS
[> Enterprise Components
[> Worklist
[> Application Diagnostics
[> Tree Manager
[ Reporting Tools
[- PeopleTools
— Applicant Home
— Change Wy Password
— My Personalizations
— Wy System Profile
— My Dictionary
— EmpowHR Process Monitor

Step Action

3. Enter the desired information into the EmplID field. Enter a valid value e.g.
"O77TTT".
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Search: Help
®

b My Favorites Transit Subsidy

b Employee Self Senice Enter any information you have and click Search. Leave fields blank for a list of all values.
[> Manager Self Service
I PAR Processing | Find an Existing Value {_ Add a New Value

[ Position Management
[> Payroll Documents

I HR Reports EmpliD: begins with = | 077777|
[> Recruiting Empl Red Nbr: - -

[> Payroll Processing

[> Training Administration Hame: begins with «

[ Manage Performance

[> Non-Employee Processing Last Name: begins with ~

[ Time and Labor Social Security Number: =

[> Morth American Payroll

[+ Global Payroll Sub-Agency: begins with ~ Q

[ Payroll Interface
[> Workforce Development
[> Organizational Development

Include History [~| Correct History []Case Sensitive

v ELETISE SFE Search | Clear | Basic Search B Save Search Criteria
[ Pension

[- Labor Relations

= Transit Subsidy Find an Existing Value | Add a Mew Value

Transit Enrollment Load
— Transit File Load

[ EmpowHR Setup Tables
(HD)

[ EmpowHR User Security
(HD)

[ Set Up HRMS

[> Enterprise Components

[> Worklist

[> Application Diagnostics

[> Tree Manager

[ Reporting Tools

[- PeopleTools

— Applicant Home

— Change Wy Password

— My Personalizations

— Wy System Profile

— My Dictionary

— EmpowHR Process Monitor

Step Action
4, Click the Search button.
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Stackhouse,Tracey F Library of Congress

Worklist [ _MultiChannel Console | Add to Favorites | Sign out

[ My Favorites

[ Employee Self Senice
[> Manager Self Service
[ PAR Processing

[ Position Management

SMITH,GREGORY A EmpllD: 077777 SSN:  J0OGH-6688

NFC Organization Code  4020001200000000

I Payroll Documents Job Code 053536 CHIEF, MBRS Account Code: 014200
[ HR Reports

[ Recruiting Grade 0D Occ Series 1410  Work Schedule FullTime Standard Hours ~ 40.00
[> Payroll Processing

[> Training Administration Program Participation
[ Manage Performance
[ Non-Employee Processing

[> Time and Labor Tanemnne | - p
9/15/2008 Active - Transit A

1> North American Payroll Effective Date b E‘J Status Program

> Global Payroll Monthiy Distrib

[ Payroll Interface ALy LT

[> Workforce Development Distribution Date Distribution Amount

[> Organizational Development

I Enterprise Learning e =l

[ Pension

[- Labor Relations
= Transit Subsidy
— Transit Subsidy Dist Repor]

— Transit Enrollment Load
— Transit File Load

[ EmpowHR Setup Tables
(HD)

[ EmpowHR User Security
(HD)

[ Set Up HRMS

[> Enterprise Components

[> Waorklist

[> Application Diagnostics B save | [\ Return to Search A [&F Correct History

[> Tree Manager

[ Reporting Tools

[- PeopleTools

— Applicant Home

— Change Wy Password

— My Personalizations

— Wy System Profile

— My Dictionary

— EmpowHR Process Monitor

Step Action

5. Click the green book icon to view field descriptions for Transit Subsidy.
Description
Effective Date Enter the effective date of the subsidy.
Status Select the status of Active.
Program Select either Transit or Parking.
Quarterly Amount Enter the maximum total allowed per quarter.
Manthly Distribution Enter the Distribution Date and Distribution Amount each time a new
Information distribution is made to the employee.

Step Action

6. This completes Transit Subsidy.
End of Procedure.
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Module 6 Labor Relations
Overview and Objectives

The Labor Relations component is used to track employee relations issues initiated by
and employee, a department, or a union representative. Currently, no agencies are
using this module, but it will open to all agencies in EmpowHR 9.0

After completing this module, participants will be able to:

o Create and maintain Disciplinary Actions
¢ Create and maintain Grievances

e Create and maintain Information Requests
¢ Create and maintain Unfair Labor Practices
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Labor Relations
Overview

This section is new to EmpowHR 9.0 and open to all agencies.

Adverse Actions
This section demonstrates the functionality of Adverse Actions.

Stackhouse,Tracey F Library of Congress

B E TR
Menu =

Search:
®

MultiChannel Console | _Add to Favorites | _Sign out

Help

[> My Favorites

[ Employee Self Senvice

[> Manager Self Service

[> PAR Processing

[ Position Management

[> Payroll Documents

[ HR Reports

[> Recruiting

[> Payroll Processing

[ Training Administration

[> Manage Performance

[> Non-Employee Processing
[> Time and Labor

[> Morth American Payroll

[+ Global Payroll

[> Payroll Interface

[> Workforce Development

[> Organizational Development
[- Enterprise Learning

[> Pension

[ Labor Relations

[> Transit Subsidy

[ EmpowHR Setup Tables (HD)
[ EmpowHR User Security (HD)
[- Set Up HRMS

[> Enterprise Components

[ Worklist

[> Application Diagnostics

[> Tree Manager

[ Reporting Tools

[- PeopleTools

— Applicant Home

— Change WMy Password

— My Personalizations

— Wy System Profile

— My Dictionary

— EmpowHR Process Monitor

Step Action

1. Click the Labor Relations link.
2. Click the Adverse Actions link.

| — Adverse Actions |
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MultiChannel Consal

Add to Favorites | _Sign out

New Window | B

[> My Favorites
[ Employee Self Senvice

Adverse Actions

> Manager Self Senvice Enter any information you have and click Search. Leave fields blank for a list of all values.
[ PAR Processing

[ Position Management { Find an Existing Value {_Add a New Value

[ Payroll Documents

[ HR Reports . . N " I —

> Recruting Disciplinary Action Control #: begins with = |

[> Payroll Processing EmpliD: begins with ~ a
[ Training Administration o - -

[ Manage Performance Disciplinary Type: begins with - (&}
[> Non-Employee Processing . N

> Time and Labor [Tlinclude History [C] Correct History

[> Morth American Payroll

b EmiE] ZEE] Search | Clear |Elaswc Search [El Save search Criteria

[+ Payroll Interface

[> Workforce Development
[> Organizational Development Find an Existing Value | Add a Mew Value
[ Enterprise Learning
[> Pension

[~ Labor Relations

Grievances

ormation Request
— Miscellaneous
— Unfair Labor Practice
[ Transit Subsidy
[ EmpowHR Setup Tables
(HD)
[ EmpowHR User Security
(HD)
[ Set Up HRMS
[> Enterprise Components
[ Worklist
[> Application Diagnostics
[> Tree Manager
[ Reporting Tools
[- PeopleTools
— Applicant Home
— Change My Password
— My Personalizations
— My System Profile
— Wy Dictionary B
— EmpowHR Process Monitor | ~

Step Action
3. Click the Search button.
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Sign out

New Window | B

" Employes Sof Serice Adverse Actions

o ManpagyerSeIfService Enter any information you have and click Search. Leave fields blank for a list of all values.

[ PAR Processing

I Position Management { Find an Existing Value {_Add a New Value

[> Payroll Documents

[ HR Reports I . E
I Recruiting Disciplinary Action Control # begins with ~

[> Payroll Processing EmpliD: begins with ~ a

[ Training Administration o - -

[> Manage Performance Disciplinary Type: begins with ~ a,

[> Non-Employee Processing . N

> Time and Labor [[linclude History [C] Correct History

[> Morth American Payroll

P EDE 2T Search | Clear |Baswc search |5 Save Search Criteria |

[ Payroll Interface
[> Workforce Development

[> Organizational Development Search Results
[ Enterprise Learning 1-92 of 82
g E:S?:T;elalions Disciplinary Action Control # EmpliD Disciplinary Type
081809 FAL
078196 PRF
o 081003 AWL
- Miscellaneous 078236 AWL
— Unfair Labor Practice 0417 081501 AWL
[ Transit Subsidy 04-18 081640 PRF
[ EmpowHR Setup Tables 04-19 079098 CPO
(HD) _ 04-2 079383 CMP
[ (EITDDJOWHR User Security 0420 082991 UNR
i Set Up HRUS 04-22 081166 AWL
[ Enterprise Components 04-23 081123 AWL
[> Worklist 04-25 082239 CPO
[+ Application Diagnostics 04-26 082217 FAL
> Tree Manager 04-27 080254 MSC
[> Reporting Tools 0428 079609 AWL
P Pe"m‘;;’g‘gme 04-29 030873CPO
— Applicant Home
— Change My Passwaord L e
— Wy Personalizations 04-31 078236 AWL
- My System Profile 04-32 078664 STC
— My Dictionary 04-33 082586 CPO
— EmpowHR Process Manitor | [ 079178 CMP ©

Step Action
4. Click the 04-12 link.

5. Click the green book icon to view field descriptions for Adverse Actions.
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Control #

@ Field Description

Number is added when adding an adverse action or displays
when viewing an existing action.

Proposal Date

Effective date of the offense

Offense Type

Offense type displays or selected from list.

Employee 1D

Employee’'s EmpowHR ID displays for an existing action or is
entered when adding an action. Employee’s Race, Sex,
Bargaining Unit, Job Code, Pay Plan-Occ-Grade and
Department I1D displays or defaults when adding an action.

Incident Description

Description of offense displays or entered.

Proposed Action Proposed action to be taken due to the offense displays or is
selected.
Recommendation Recommendation to resolve action displays or selected.

Recommendation Date

Date of recommendation is entered or displays.

Decision

Decision to resolve adverse actions displays or selected.

Decision Date

Date of decision is entered or displays.

Step

Action

This completes Adverse Actions.

End of Procedure.
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Grievances
This section demonstrates the functionality of Grievances.

Wiorklist

Sign out
Help

MultiChannel Console | _Add to Favorites

Menu =
Search:

[ My Favorites

[ Employee Self Senvice

[> Manager Self Service

[> PAR Processing

[> Position Management

[> Payroll Documents

[ HR Reports

[> Recruiting

[ Payroll Processing

[> Training Administration

[- Manage Performance

[ Mon-Employee Processing
[> Time and Labor

[> North American Payroll

[+ Global Payroll

[> Payroll Interface

[> Workforce Development

[> Organizational Development
[> Enterprise Learning

[ Pension

[- Labor Relations

[ Transit Subsidy

[ EmpowHR Setup Tables (HD)
[ EmpowHR User Security (HD)
[ Set Up HRMS

[> Enterprise Components

[ Worklist

[> Application Diagnostics

[> Tree Manager

[ Reporting Toals

[- PeopleTools

— Applicant Home

— Change My Passward

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Process Monitor

Step Action
1. Click the Labor Relations link.
2. Click the Grievances link.

Grievances

I EEE—————————————————
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Stackhouse,Tracey F Library of Congress

Worklist

MultiChannel Console | Add to Favorites | _Sign out

New Window | B

[> My Favorites

[- Employee Self Senice Grievances

b ManpagyerSeIfService Enter any information you have and click Search. Leave fields blank for a list of all values.
[> PAR Processing

I Position Management { Find an Existing Value (_Add a New Value

[ Payroll Documents

[ HR Reports . .

e Grievance ID:  begins with +

[> Payroll Processing Description:  begins with =

[ Training Administration .

[> Manage Performance Filed By: = - -

[> Non-Employee Processing

ey o EmpIID: begins with +

[> Morth American Payroll Contact Name: begins with -

[ Global Payroll

[> Payroll Interface [[Icase sensitive

[ Workforce Development

Eg;?::;ﬁzt:c:;aie::mpmsm Search | Clear |Baswc search [E Save Search Criteria
I Pension

m

~ Labor Relations Find an Existing Value | Add a Mew Value
— Advers i

— Miscellaneous

— Unfair Labor Practice
[ Transit Subsidy

[ EmpowHR Setup Tables
(HD)

[ EmpowHR User Security
(HD)

[ Set Up HRMS

[> Enterprise Components
[ Worklist

[> Application Diagnostics
[> Tree Manager

[ Reporting Tools

[- PeopleTools

— Applicant Home

— Change My Passwaord

— My Personalizations

— My System Profile

— Wy Dictionary | 3
— EmpowHR Process Monitor | ~

Step Action
3. Click the Search button.

4, Click the Performance link.

5. Click on the green book icon to view the fields on the Grievances page.
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4

Grievance ID Mumber is added when adding a grievance or displays when
viewing an existing grievance.

Filed By section Active radio button indicates if the grievance is filed by a labor
organization or an employee. Bargaining Unit information
displays or is selected when grievance s filed by an employee.

Security Department displays or selected.

Contract Ref Contract reference information displays or entered

Grievance Date Date of the grievance displays are is entered.

Type Type of grievance displays or selected.

Status Grievance status displays or selected.

Assigned To EmplID displays or selected for individual assigned the
grievance.

Due Date Date grievance is due displays or entered.

Description Description of grievance displays or entered.

of Congress

Worklist | MultiChannel Console | _Add to Favorites | _Sign out

[+ My Favorites { Grievance { Grievance Step | Arbitration |~ Grievance Resolution |,
I Employee Self Service
I> Manager Self Senice Grievance ID: 0000000001

[ PAR Processing
[ Position Management

[ Payroll Documents (2 Labor Org

[ HR Reports @ Barg Unit: 0400 C FOP
[ Recruiting 9 Employee Y-

[> Payroll Processing () Other

[ Training Administration

[> Manage Performance

[> Non-Employee Processing
[> Time and Labor Department: 920808 G LCPOLICE FORCE
[> Morth American Payroll

1> Global Payroll Contract Ref: ol
[> Payroll Interface ontract Rek
[ Workforce Development *Grievance Date: 10/06/2004 [H] *Type: ooz G Performance
[> Organizational Development
[ Enterprise Learning Status: Closed -
[> Pension
= Labor Relations Assign To: Q
Advi Acti E
= Due Date: 11/0412004 [+
*Description:

_ Unfair Labor Praciice Ofcr allegedly shoved a patron. (on video) Proposed adv act. Extension granted to 11/10/04. DENIED 11/10/04 b

o Trm Invoked arb 11/24/04. Recd FMCS list 1211/04 FMCS Case No. (3) Arb
Arb held Feb 24, 2005. Decision held in favor of LC May 2005

[» EmpowHR Setup Tables ! May i

(HD)

[ EmpowHR User Securi
(HDp] y B save | S\Returnto Search | +E +[=] Next in List s Add

[ SetUp HRMS

[+ Enterprise Components
[ Worklist

[> Application Diagnostics
[> Tree Manager

[ Reporting Tools

[- PeopleTools

— Applicant Home

— Change My Password
— My Personalizations

— My System Profile

— Wy Dictionary

— EmpowHR Process Monitor

Grievance | Grievance Step | Arbitration | Grievance Resolution

N
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Step Action
6. Click the Grievance Step tab.
7. Click the green book icon to view the fields on the Grievance Step page.

Grievance Step Grievance step displays or selected.

Action Date Date of the grievance step displays or entered.

Resolution Date Date of the grievance step’s resolution displays or entered.
Discussed With Information pertaining to the grievance information discussed

displays or entered.

Letter Code Code used to identify letter used in conjunction with the
grievance step resolution displays or entered.

Letter Dt Date letter was sent displays or entered.
Step Resolution Step resolution displays or entered.
Comment Comments pertaining to step resolution displays or entered.

. Tracey F Library of Congress

MultiChannel Console | _Add to Favorites | _Sign out

[ My Favorites [ Grievance | Grievance Step ' Arbitration | Grievance Resolution

[ Employee Self Senvice

I Manager Self Sernvice Grievance ID: 0000000001

[> PAR Processing

[> Position Management Grievance Date: 10/06/2004 Grievance Type: Performanc Status:  Closed

[ Payroll Documents t
[ HR Reports

[> Recruiting - . =
b Payroll Processing ‘Grievance Step: P\ Q Appealed

[ Training Administration *Action Date: 07/08/2008 [

[ Manage Performance

[> Non-Employee Processing Resolution Date: [

[> Time and Labor

[> North American Payroll Discussed With:

E ggﬂil‘ ﬁzr,?:ce Letter Code: GRF ©  Filing

[ Workforce Development Letter Dt: El

[> Organizational Development

[ Enterprise Learning Step Resolution: Q

[> Pension

[~ Labor Relations Comment:
dve

m

— Unfair Laber Praclice & save | S\Return to Search | 5 +E] Next in List [Es Add

e A Grievance | Grievance Step | Atifrafion | Grievance Resolution
(HD)

[ EmpowHR User Security
(HD)

[ Set Up HRMS

[> Enterprise Components

[ Worklist

[> Application Diagnostics

[> Tree Manager

[ Reporting Tools

[- PeopleTools

— Applicant Home

— Change My Password

— My Personalizations

— My System Profile

— Wy Dictionary P

— EmpowHR Process Monitor | ~
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Step Action
8. Click the Arbitration tab.
9. Click the green book icon to view the fields on the Arbitration page.

Arbitrator Name of arbitrator displays or entered.

Hearing Date Date of the hearing displays or entered.

Counselor Mame of the counselor displays or entered.

Witness Name of the witness displays or entered. Multiple witnesses can
be added or viewed.

Description Description of witness displays or entered.

Stackhouse,Tracey F Library of Congress

MultiChannel Console | _Add to Favorites

[~ My Favorites / Grievance | Grisvance Step | Arbitration | Grievance Resolufion
> Employee Self Senvice
[> Manager Self Service
[» PAR Processing Grievance ID: 0000000001
[ Position Management
[ Payroll Documents

I HR Reports Arbitrator: Esq
[> Recruiting

[> Payroll Processing Hearing Date: )

[ Training Administration

I Manage Performance Counselor:

[> Non-Employee Processing
[> Time and Labor

[> Morth American Payroll

[ Global Payroll

[ Payroll Interface

[> Workforce Development

[+ Organizational Development
[> Enterprise Learning

[ Pension Description:
[~ Labor Relations

*Witness:

_ Adverse Actions E FMCS Case No. Disciplinary -
- Information Request
— Miscellaneous
— Unfair Labor Practice & Save | [S\Returnto Search| 5 +=] Next in List Sk Add
[ Transit Subsidy
> EmpowHR Setup Tables Grievance | Grievance Step | Arbitration | Grievance Resolution
(HD)
[ EmpowHR User Security
(HD)

[ Set Up HRMS

[> Enterprise Components
[ Worklist

[> Application Diagnostics
[> Tree Manager

[ Reporting Tools

[- PeopleTools

— Applicant Home

— Change My Passwaord
— My Personalizations

— My System Profile

— Wy Dictionary |
— EmpowHR Process Monitor | ~

I EEE—————————————————
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Step Action

10. Click the Grievance Resolution tab.

[ Grievance Resolution |

11. Click the green book icon to view the fields on the Grievance Resolution
page.

@ Field Description

Final Resalution Final griewvance resalution displays or entered.

Fesolution Comments Comments pertaining ta the resolution display ar entered.

Step Action

12. This completes Grievances.
End of Procedure.
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Information Request
This section demonstrates the functionality for Information Request.

Stackhouse,Tracey F Library of Congress

s KR
Menu =

Search:
®

Worklist

MultiChannel Console | _Add to Favorites | Sign out

Help

[ My Favorites

[ Employee Self Senvice

[> Manager Self Service

[> PAR Processing

[> Position Management

[> Payroll Documents

[ HR Reports

[> Recruiting

[ Payroll Processing

[> Training Administration

[- Manage Performance

[ Mon-Employee Processing
[> Time and Labor

[> North American Payroll

[+ Global Payroll

[> Payroll Interface

[> Workforce Development

[ Organizational Development
[> Enterprise Learning

[ Pension

[- Labor Relations

[ Transit Subsidy

[ EmpowHR Setup Tables (HD)
[ EmpowHR User Security (HD)
[ Set Up HRMS

[> Enterprise Components

[ Worklist

[> Application Diagnostics

[> Tree Manager

[ Reporting Toals

[- PeopleTools

— Applicant Home

— Change My Passward

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Process Monitor

Step Action
1. Click the Labor Relations link.

2. Click the Information Request link.

I EEE—————————————————
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Stackhouse,Tracey F Library of Congress

Worklist [ MultiChannel Console | Add fo Favorites | Sign out

New Window | B

[> My Favorites
[ Employee Self Senvice

Infermation Request

I Manager Self Senvice Enter any information you have and click Search. Leave fields blank for a list of all values.
I PAR Processing

I Position Management { Find an Existing Value {_Add a New Value

> Payroll Documents

[ HR Reports

> Recruiting Information Request # begins with ~

[> Payroll Processing
E;r::;gs ;:;’E?gﬁé‘:n Search | Clear | Basic Search [E) Save Search Criteria
[> Non-Employee Processing
[> Time and Labor

[> Morth American Payroll

[ Global Payroll

[ Payroll Interface

[> Workforce Development

[+ Organizational Development
[ Enterprise Learning

[> Pension

[~ Labor Relations

— Adverse Actions

— Grievances

— Miscellaneous

— Unfair Labor Practice
[ Transit Subsidy

[ EmpowHR Setup Tables
(HD)

[ EmpowHR User Security
(HD)

[ Set Up HRMS

[> Enterprise Components
[ Worklist

[> Application Diagnostics
[> Tree Manager

[ Reporting Tools

[- PeopleTools

— Applicant Home

— Change My Password

— My Personalizations

— My System Profile

— Wly Dictionary | 3
— EmpowHR Process Monitor | ~

Find an Existing Value | Add a Mew Value

m

Step Action
3. Click the Add a New Value tab.

4. Enter the desired information into the Information Request # field. Enter a
valid value e.g. "006-99".

5. Click the Add button.

6. Click the green book icon to view the fields on the Information Request
page.
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@ Field Description

Information Request # Active radio button indicates if the information request is filed by
alabor organization or an employee. Bargaining Unit information
displays or is selected when information request is filed by an

employee.
Contact Name Contact name displays or entered.
Assigned To EmpliD displays or selected for individual assigned the

information request.

Date Filed Date displays or entered when information request is filed.
Response Due Date Date displays or entered when the request response id due.
Description Description of the information request displays or entered.
Status Status of the information request displays or entered. Multiple

information request statuses can be maintained.

Status Date Date for each information request status displays or entered.

Step Action

7. This completes Information Request.
End of Procedure.
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Miscellaneous
This section demonstrates Miscellaneous.

Wiorklist

Add to Favorites [ _Sign out

Help

MultiChannel Console

Menu =
Search:

[ My Favorites

[ Employee Self Senvice

[> Manager Self Service

[> PAR Processing

[> Position Management

[> Payroll Documents

[ HR Reports

[> Recruiting

[ Payroll Processing

[> Training Administration

[- Manage Performance

[ Mon-Employee Processing
[> Time and Labor

[> North American Payroll

[+ Global Payroll

[> Payroll Interface

[> Workforce Development

[> Organizational Development
[> Enterprise Learning

[ Pension

[- Labor Relations

[ Transit Subsidy

[ EmpowHR Setup Tables (HD)
[ EmpowHR User Security (HD)
[ Set Up HRMS

[> Enterprise Components

[ Worklist

[> Application Diagnostics

[> Tree Manager

[ Reporting Toals

[- PeopleTools

— Applicant Home

— Change My Passward

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Process Monitor

Step Action
1. Click the Labor Relations link.

I EEE—————————————————
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Stackhouse,Tracey F Library of Congress

IR

Sign out

Menu
Search:

®

[ My Favorites
[ Employee Self Senvice
[> Manager Self Service
[> PAR Processing
[> Position Management
[> Payroll Documents
[ HR Reports
[ Recruiting
[+ Payroll Processing
[> Training Administration
[ Manage Perfarmance
[> Mon-Employee Processing
[> Time and Labor
[> North American Payroll
[+ Global Payroll
[> Payroll Interface
[> Workforce Development
[> Organizational Development
[- Enterprise Learning
[ Pension
— Adverse Actions
- Grievances
— Information Request
- Miscellaneous
— Unfair Labor Practice
[ Transit Subsidy
[ EmpowHR Setup Tables (HD)
[- EmpowHR User Security (HD)
[ Set Up HRMS
[> Enterprise Components
- Worklist
[ Application Diagnostics
[> Tree Manager
[> Reporting Tools
[- PeopleTools
— Applicant Home
— Change My Password
— Ly Personalizations il |
— Wy System Profile
— My Dictionary
— EmpowHR Process Monitor -

m

Step Action

2. Click the Miscellaneous link.

Miscellaneous

I EEE—————————————————
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Stackhouse,Tracey F Library of Congress

Worklist [ MultiChannel Console | Add fo Favorites | Sign out

New Window | B

[> My Favorites
[ Employee Self Senvice

Miscellanecus

I Manager Self Senvice Enter any information you have and click Search. Leave fields blank for a list of all values.
I PAR Processing

I Position Management { Find an Existing Value {_Add a New Value

> Payroll Documents

[ HR Reports - . .

b Recruiting Tracking Nbr for Misc LR: begins with - |

[> Payroll Processing
E;r::;gs ;:;’E?gﬁé‘:n Search | Clear | Basic Search [E) Save Search Criteria
[> Non-Employee Processing
[> Time and Labor

[> Morth American Payroll

[ Global Payroll

[ Payroll Interface

[> Workforce Development

[+ Organizational Development
[ Enterprise Learning

[> Pension

[~ Labor Relations

— Adverse Actions

— Grievances

— Information Request

Find an Existing Value | Add a Mew Value

m

— Unfair Labor Practice
[ Transit Subsidy

[ EmpowHR Setup Tables
(HD)

[ EmpowHR User Security
(HD)

[ Set Up HRMS

[> Enterprise Components
[ Worklist

[> Application Diagnostics
[> Tree Manager

[ Reporting Tools

[- PeopleTools

— Applicant Home

— Change My Password

— My Personalizations

— My System Profile

— Wly Dictionary | 3
— EmpowHR Process Monitor | ~

Step Action
3. Click the Add a New Value tab.

| Add a Mew Value |

4. Enter the desired information into the Tracking Nbr for Misc LR field.
Enter a valid value e.g. "07-999".

5. Click the Add button.

6. Click the green book icon to view the fields on the Miscellaneous page.
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Tracking Mbr Tracking number displays ar entered for LR.
Description Miscellaneous information displays or entered for the LR.
Contact Name Contact name displays ar entered.
Date Received Date the LR was received displays or entered.
Fespaonse Due Checkmark indicates a response is due.
Due Date Diate the response to the LR is due displays or entered.
Comments Comments display or entered.
Status Status displays or entered. Multiple statuses can be maintained.
Status Date Date for each information request status displays or entered.

Step Action

7. This completes Miscellaneous.
End of Procedure.
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Unfair Labor Practice
This section demonstrates the functionality for Unfair Labor Practice.

Stackhouse,Tracey F Library of Congress

s KR
Menu =

Search:
®

Wiorklist

Sign out
Help

MultiChannel Console | _Add to Favorites

[ My Favorites

[ Employee Self Senvice

[> Manager Self Service

[> PAR Processing

[> Position Management

[> Payroll Documents

[ HR Reports

[> Recruiting

[ Payroll Processing

[> Training Administration

[- Manage Performance

[ Mon-Employee Processing
[> Time and Labor

[> North American Payroll

[+ Global Payroll

[> Payroll Interface

[> Workforce Development

[> Organizational Development
[> Enterprise Learning

[ Pension

[- Labor Relations

[ Transit Subsidy

[ EmpowHR Setup Tables (HD)
[ EmpowHR User Security (HD)
[ Set Up HRMS

[> Enterprise Components

[ Worklist

[> Application Diagnostics

[> Tree Manager

[ Reporting Toals

[- PeopleTools

— Applicant Home

— Change My Passward

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Process Monitor

Step Action
1. Click the Labor Relations link.

I EEE—————————————————
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Stackhouse,Tracey F Library of Congress

IR

Sign out

Menu
Search:

®

[ My Favorites
[ Employee Self Senvice
[> Manager Self Service
[> PAR Processing
[> Position Management
[> Payroll Documents
[ HR Reports
[ Recruiting
[+ Payroll Processing
[> Training Administration
[ Manage Perfarmance
[> Mon-Employee Processing
[> Time and Labor
[> North American Payroll
[+ Global Payroll
[> Payroll Interface
[> Workforce Development
[> Organizational Development
[- Enterprise Learning
[ Pension
— Adverse Actions
- Grievances
— Information Request
- Miscellaneous
— Unfair Labor Practice
[ Transit Subsidy
[ EmpowHR Setup Tables (HD)
[- EmpowHR User Security (HD)
[ Set Up HRMS
[> Enterprise Components
- Worklist
[ Application Diagnostics
[> Tree Manager
[> Reporting Tools
[- PeopleTools
— Applicant Home
— Change My Password
— Ly Personalizations il |
— Wy System Profile
— My Dictionary
— EmpowHR Process Monitor -

m

Step Action
2. Click the Unfair Labor Practice link.

Unfair Labor Practice|

I EEE—————————————————
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T

Sign out

@m: H

E !?nFT;(J:;e;elrSeMce Unfair Labor Practice
b ManpagyerSeIfService Enter any infarmation you have and click Search. Leave fields blank for a list of all values.
[ PAR Processing

New Window | B

[> Position Management { Find an Existing Value (_Add a New Value

[ Payroll Documents

EEERCEJ?I?:;E ULPID Number: begins with ~ |

[> Payroll Processing EmpliD: begins with ~ aQ
[ Training Administration

[> Manage Performance Bargaining Unit: begins with ~ Q

[> Non-Employee Processing
[> Time and Labor

[> Morth American Payroll

1> Global Payroll Search | Clear |Baswc search [E Save Search Criteria
[ Payroll Interface

[> Workforce Development
[+ Organizational Development Find an Existing Value | Add a New Value
[ Enterprise Learning

[> Pension

[~ Labor Relations

— Adverse Actions

— Grievances
Information Request
scellanegus

[ Transit Subsidy

[ EmpowHR Setup Tables
(HD)

[ EmpowHR User Security
(HD)

[ Set Up HRMS

[> Enterprise Components

[ Worklist

[> Application Diagnostics

[> Tree Manager

[ Reporting Tools

[- PeopleTools

— Applicant Home

— Change My Password

— My Personalizations

— My System Profile

— Wy Dictionary | 3

— EmpowHR Process Monitor | ~

[[lcase Sensitive

m

Step Action

3. Click the Add a New Value tab.
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Stackhouse,Tracey F Library of Congress

Worklist

MultiChannel Console | Add to Favorites | _Sign out

New Window | B

I Wy Favorites _ Unfair Labor Practice
[ Employee Self Service

[> Manager Self Service —
[ PAR Processing [ Eind an Exisling Value | Add a New Value
[ Position Management
[> Payroll Documents ULP ID Number:
[ HR Reports
[> Recruiting
[> Payroll Processing Add
[ Training Administration
[> Manage Performance
[ Mon-Employee Processing Find an Existing Value | Add a New Value
[> Time and Labor

[> Morth American Payroll

[ Global Payroll

[ Payroll Interface

[> Workforce Development

[+ Organizational Development
[ Enterprise Learning

[> Pension

[~ Labor Relations

— Adverse Actions

— Grievances

~ Information Request

m

[ Transit Subsidy

[ EmpowHR Setup Tables
(HD)

[ EmpowHR User Security
(HD)

[ Set Up HRMS

[> Enterprise Components
[ Worklist

[> Application Diagnostics

[> Tree Manager

[ Reporting Tools

[- PeopleTools

— Applicant Home

— Change My Passwaord

— My Personalizations

— My System Profile

— Wy Dictionary | 3
— EmpowHR Process Monitor | ~

Step Action

4, Enter the desired information into the ULP ID Number field. Enter a valid
value e.g. "04-999".
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Sign out

M

I Wy Favorites _ Unfair Labor Practice
[ Employee Self Senvice
[> Manager Self Service

[ PAR Processing Find an Existing Value { Add a New Value \I

[ Position Management

New Window | B

b FENE. EEETTETE ULP ID Number: 04-999
[ HR Reports |
[> Recruiting

[> Payroll Processing Add

[ Training Administration
[> Manage Performance
[ Mon-Employee Processing Find an Existing Value | Add a New Value
[> Time and Labor

[> Morth American Payroll

[ Global Payroll

[ Payroll Interface

[> Workforce Development

[+ Organizational Development
[ Enterprise Learning

[> Pension

[~ Labor Relations

— Adverse Actions

— Grievances

Information Request
scellaneous

[ Transit Subsidy

[ EmpowHR Setup Tables
(HD)

[ EmpowHR User Security
(HD)

[ Set Up HRMS

[> Enterprise Components

[ Worklist

[> Application Diagnostics

[> Tree Manager

[ Reporting Tools

[- PeopleTools

— Applicant Home

— Change My Passwaord

— My Personalizations

— My System Profile

— Wy Dictionary | 3

— EmpowHR Process Monitor | ~

m

Step Action

5. Click the Add button.
Add
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Stackhouse,Tracey F Library of Congress

Sign out

New Windaw | B!

[ Wy Favorites { Unfair Labor Practice 1 {_Unfair Labor Practice 2 |
I Emplayee Self Senice

[> Manager Self Service
[ PAR Processing ULPID#: 04-999
[> Position Management
[> Payroll Documents

[ HR Reports @ Labor Org Q,
[> Recruiting

[> Payroll Processing

[ Training Administration

[> Manage Performance

[> Non-Employee Processing
[> Time and Labor

[> Morth American Payroll Investigator:
[ Global Payroll

[ Payroll Interface

E g‘;ﬁﬁ;ﬁiﬁ%‘;ﬁz:s;m [T Complaintissued Issued Date: [l Agency Reply Date: Bl
[ Enterprise Learning
[> Pension

[~ Labor Relations

— Adverse Actions
— Grievances -
~ Information Request
cellaneous
r Labor Pr
[ Transit Subsidy

[ (ElTDDJOWHR Setup Tables Bl save B Add Update/Display

13 {E'TDD]"WHR User Security Unfair Labor Practice 1 | Unfair Labor Practice 2

[ Set Up HRMS

[> Enterprise Components
[ Worklist

[> Application Diagnostics
[> Tree Manager

[ Reporting Tools

[- PeopleTools

— Applicant Home

— Change My Password
— My Personalizations

— My System Profile

— Wly Dictionary | 3
— EmpowHR Process Monitor | ~

Q Barg Unit: Q

Judge:

*Status: - ~Status Date: &)

Step Action

6. Click the green book icon to see the fields on the Unfair Labor Practice
page.
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ULPID # Mumber is added when adding an unfair labor practice or
displays when viewing an existing unfair labor practice.

Filed By Section Active radio button indicates if the grievance is filed by a labor
organization or an employee. Bargaining Unit information
displays or is selected when grievance is filed by an employee.

Investigator Mame of individual investigating the unfair labor practice displays
or entered.

Judge Name of judge presiding over the unfair labor practice displays
or entered.

Complaint Issued Checkmark indicates a complaint was issued on the unfair labor
practice.

Issued Date The date the complaint was issued displays or entered.

Agency Reply Date Date by which an agency must replay to the unfair labor practice.

Status Status of the unfair labor practice displays or entered. Multiple

statuses can be maintained.

Status Date Date of the unfair labor practice status displays or entered.

Stackhouse,Tracey F Library of Congress

MultiChannel Console | _Add to Favorites | _Sign out

I Wy Favorites { Unfair Labor Practice 1 {_ Unfair Labor Pracice 2 |
[ Employee Self Senvice
[> Manager Self Service
[> PAR Processing ULPID#: 04-999
[+ Position Management
[> Payroll Documents

[ HR Reports @ Labor Org Q
[» Recruiting

[ Payroll Processing ) Employee Q Barg Unit: Q
[» Training Administration .

[> Wanage Performance () Other

[> Non-Employee Processing
[> Time and Labor

[> Morth American Payroll Investigator:
[+ Global Payroll

[+ Payroll Interface

[> Workforce Development

[> Organizational Development
[ Enterprise Learning

[> Pension

Judge:

[T complaint Issued Issued Date: [l Agency Reply Date:

=Status: M *Status Date:
[ Transit Subsidy
[ I(ElTDDJOWHR Setup Tables Bl save B Add Update/Display
> EmpowHR User Security Unfair Labor Practice 1 | Unfair Labor Practice 2

(HD)
[ SetUp HRMS
[+ Enterprise Components
[ Worklist
[> Application Diagnostics
[> Tree Manager
[ Reporting Tools
[- PeopleTools
— Applicant Home
— Change My Password
— My Personalizations
— My System Profile
— Wy Dictionary P
— EmpowHR Process Monitor | «
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Step

Action

7. Click the Unfair Labor Practice 2 tab.

| Unfair Labar Practice 2 |

[> My Favorites
[ Employee Self Senvice
[> Manager Self Senvice
[ PAR Processing
[+ Position Management
[> Payroll Documents
[ HR Reports
[» Recruiting
[> Payroll Processing
[ Training Administration
[ Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> Morth American Payroll
[+ Global Payroll
[+ Payroll Interface
[> Workforce Development
[> Organizational Development
[ Enterprise Learning
[> Pension
[~ Labor Relations

— Adverse Actions

— Grievances

~ Information Request

[ Transit Subsidy

[ EmpowHR Setup Tables
(HD)

[ EmpowHR User Security
(HD)

[ SetUp HRMS

[+ Enterprise Components

[ Worklist

[> Application Diagnostics

[> Tree Manager

[ Reporting Tools

[- PeopleTools

— Applicant Home

— Change My Password

— My Personalizations

— My System Profile

— Wy Dictionary

— EmpowHR Process Monitor

m

Stackhouse,Tracey F Library of Congress

Unfair Labor Practice 1§ Unfair Labor Practice 2 |

ULP ID#:

04-999

Witness:

Issues & Decision:

| -

B save

Unfair Labor Practice 1 | Unfair Labor Practice 2

[Es Add Update/Display

Action

8. Click the green book icon to see the fields on the Unfair Labor Practice 2
page.

Witness

Mame of the witness displays or entered. Multiple witnesses can be

maintained.

Issues & Decisions

Information pertaining to an unfair labor practices issues and decisions

displayed or entered.
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Step Action

9. This completes Unfair Labor Practice.
End of Procedure.
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:) Summary and Wrap Up

Summary

At the beginning of the course, objectives were established. Can
you NOw:

*|dentify changes to navigation?

|dentify changes to pages?

*Enter transit allowances?

*Enter certifications?

*Enter educational information?

*Locate and be aware of new functionality?
*Enter labor information?
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3 Summary and Wrap Up

Empow

s
E

Questions?
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